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Area  Director 

Department  of  Housing  and  Urban  Development 
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Boston,  Massachusetts       02114 

Dear  Mr,   Richardson: 

In  accordance  with   the  conditions  and  requirements  stipulated  in  Compre- 
hensive Planning  Assistant  Program  Notice  of  Grant  Award,  dated  June  28, 
1973,   I  am  submitting  herewith   the  Six-Month  Progress  Reoort  for  Grant 
No.    CPA  MA  01  06    1076. 

As  we  enter  the  celebration  period  of  the  Nation's  Bicentennial  and 
prepare  for  new  forms  of  funding  for  our  ongoing  programs  of  community 
development,   it  is   clear   that  work  beinq  carried  out  under  this  grant 
is   greatly  important  to  the  city.     We  thus   look  forward  to  your  continued 
cooperation  and  assistance  throughout  this  grant  period. 

Sincerely  yours , 


&e-^77^ 


(enney  /O 

cc:     Kevin  H,   White 
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INTRODUCTION 


INTRODUCTION 

The   following  is    the  six-month  Progress  Report  for  Comprehensive  Planning 
activities  carried  out   under  the  701  Program.     Work  has   focused  primarily 
on  two  planning  efforts--special   revenue  sharing  and  fiscal   planning,  and 
Bicentennial    program  planninq  and  mananement.     These  areas  were  singled 
out  as   top  priority  for   the  following  reasons.      First,  with   the  curtailment, 
elimination,   and  changing  nature  of  federal   aid  programs  directed  toward 
improving  the  urban  environment,   it  is   imperative  that  the  City  reevaluate 
its   urban  renewal    and  community  improvement  programs  and  focus   its  efforts 
upon  planning,  management,   and  fiscal   policies   related  to  special   and  general 
revenue   sharing  programs   on   a  city-wide  basis.     Second,  with   the  advent  of 
the  Nation's   Bicentennial   during   1975  and   1976,    it  is   imperative  that  the 
City  continue  the  development  of  programs  and  analysis  of  potential    impact 
of  the   Boston   200  celebration   scheduled  during  1975. 

Both  planning  efforts   are  being  conducted  on  schedule,  although  without 
definite  legislation  on  community  development  revenue  sharing,   it  will   be 
impossible  to  complete  actual    first-year  action  plans   under  this   grant. 
Details  of  progress  are  reported  in  Subsections   100.0  and  200.0  below. 

This  report   further  addresses  itself  to  two  requirements  stipulated  in  our 
grant  award: 

1.  a  Responsive  Planning  Statement,  which  outlines  measures  the  BRA 
is  taking  to  increase  the  extent  of  citizen  involvement  in  the 
planning  process    (see  Appendix  A) 

2.  a  Progress  Report  on  the  BRA's  Affirmative  Action  Plan,  which 

traps  out  a  means  to  eliminate  discrimination  in  employment  practice 
(see  Appendix  B) . 

At  the  special   request  of  Mr.   Richardson,  we  are  also  submitting  a  revision 
of  the  Summary  of  Budget  Estimates   included  in  the  Overall   Program  Design 
(June  1973).     See  Appendix  C. 

Under  the  conditions  of  the  Comprehensive  Planning  grant  award,   progress 
is  described  in  a  format  following  the  Subcategories  in  the  Overall   Program 
Design. 


100.0     SPi:CIA!_ 


^^^■""•'lE  SHARING  /^ND  FISCAL  PLANNING 


100.0  SPECIAL  REVEflUE  SHARING  AfID  FISCAL  PLANNING 

Major  legislation  is  now  pending  before  the  Connress  which  would  dramatically 
change  the  Federally  supported  categorical  nrant  programs  of  the  past,  such 
as  urban  renewal.  Essentially,  the  old  programs  would  be  phased  out  and 
replaced  by  soire  type  of  block  grant  program  for  cities,  generally  referred 
to  as  Community  Development  Revenue  Sharing.  Prosnects  for  passage  of  Com- 
munity Development  Revenue  Sharing  (CDRS)  are  uncertain  in  this  session  of 
Congress,  and  only  an  educated  guess  can  be  made  as  to  the  final  form  of 
legislation  which  will  emerge. 

But  one  thing  is  certain:   it  is  necessary  for  a  city  like  Boston--which 
has  depended  heavily  on  urban  renewal  funding — to  adopt  a  strategy  for 
community  developm.ent  so  that  the  transition  to  the  new  program  under  the 
proposed  revenue  sharing  will  not  be  accompanied  by  any  break  in  the  city's 
ambitious  program  of  revital ization. 

CDRS  challenges  Boston  to  develop  new  planning  approaches  so  that  the  most 
suitable  program  design  will  be  obtained.  It  means  careful  review  of 
neighborhood  needs  and  a  painful  choice  between  competing  and  equally 
critical  priorities.  Community  discussion,  a  central  ingredient  in  this 
process,  will  take  time.  It  is  therefore  important  that  the  planning  effort 
begin  now. 

This  section  reports  on  work  underv/ay  aimed  at  meeting  this  challenge. 


101.0     COMMUfilTY  DEVELOPM[::iT  PLA.'Ji'.'ING  FOR  SPECIAL   REVENUE  SflARING 

Objective:     Three-Year   Conirriunity  Development  Proqram  and  First  Action   Year. 

The   time  scope  of  the   Coni^unity  Develoonient  Program  has  been  redefined. 
At  the  tinie  of  submission  of  the  OPD  last  June,  the  program  was  expected 
to  begin  within  one  year.      However,   because  the   legislation   is   being  delayed, 
it   is   now  not  expected   to  go   into  action   until    1975.     The  program  was   also 
to  be   three  years   long  with  a  detailed  first  action  year.      However,    in  the 
course  of  the  planning,   it  was   found  that  Boston's  needs  eligible  for  com- 
munity development  revenue  sharing  would  renuire  over   10  years  of  CDRS  funding 
at  currently  proposed  levels.     In  addition,   the  first  two  years  of  funding 
would  be  absorbed  in  closing  out  current  urban  renewal   projects. 

Work  Elements 

101.0     DATA  REGARDING   HOUSING,   PUBLIC  FACILITY,   AND  OTHER  NEEDS 

The  foil  owing  information  has  been  gathered: 

a.  Housing  conditions:  A  city-wide  sample  survey  assessed  condition 
in  terms  of  fix- up  cost. 

b.  Fix-up  loan  and  grant  needs:  Estimated  on  the  basis  of  condition 
and  household  incoire,  and  compared  with  experience  of  recent  code 
enforcement  programs. 

c.  Abandonment:      From  City  records. 

d.  Unmarketable  vacant  land:     From  land  use  surveys. 

e.  Conflicting  residential   and  industrial   land  uses:     From  land  use 
surveys . 

f.  Large  tracts  of  underutilized  land  with  potential   for  redevelopment 
and  needed  public  improvements:     From  land  use  surveys  and  work 
with  developers  and  community  groups. 

g.  Historic  areas  in  need  of  protection  and  preservation:  From  his- 
toric architecture  surveys. 

h.     Open  space  needs:     From  evaluation  of  existing  open  space  and 
population  as  well   as  other  sources  of  funding. 

i.     Residential   public  work  improvements  needs,   including  sidewalks;   street 
trees,   lights,  and  paving;   minor  water  and  sewer  improvements: 
From  experience   of  recent  code  enforcement  programs. 

j.      Commercial   area   public  work   inprovements  needs:      From  survey  of  major  neigh- 
borhood commercial    centers  and  pilot  designs. 

k.     Multi-purpose   neighborhood  facility:      From  current  proposals. 

1.      Funding  requirements  of  urban  renewal   programs:     From  estimates  of 
minimum  requirements  to  complete  the  projects. 

m.      Funding  requirements   for  model   city  program:     From  estimate  of 
funds  needed  for   the  most  basic  prograns. 


101.2  ANALYSIS   OF    IMPORTANT   ISSUES  AND  OPPORTUfJITIES 
Four  major   issues  were   identified  and  analyzed: 

a.  Decline  of  the  older  housing  stock  duo   to  inadequate  household 
incor:es   and/or   loss   of  confidence   in   the  neighborhood,   related 
to  the  process   of  inniigration  of  tfie  poor  and  out-migration 
towards   the  neigiiborhoods:      Inforration  on   the  process   of  change 
was   collected  from  the  District  Planners,   the  Housing  Task   Force, 
and   the  Model    Cities   Program.      Chances   in  population,   racial   dis- 
tribution,  and  housing  values  were  analyzed,   as  well   as  changes 
in   the  nrartgage  market, 

b.  Inadequate  uokeep  of  absentee-owned  buildings   in  high-rent  areas, 
related  to  the  high  demand  in  central   areas:     Housing  conditions 
were   reviewed   in  apartment  areas  with   high   rents  and  with   increases 
in  young  adult  populations.     Firs.t-hand  reports  were  given  by  the 
district  planners. 

c.  Potential    increase  in  absentee  ownership  in  areas  with  rising 
demand:     Low-rent  areas  with  rising  values  and  demand  were 
identified.     Community  reactions  to  new  demand  were  also  assessed. 

d.  Opportunities   to  redevelop  underutilized  land  which  could  upgrade 
the  environment  of  neighboring  areas  were  identified. 

101.3  EVALUATION   OF   CURRENT  AND  PAST  CATEGORICAL  AID  PROJECTS 

One  major  concern  v;as  evaluating  the  effectiveness  of  assisted  code  enforce- 
ment programs,    as   this   tool    seemed  the  most  appropriate  for  helping  to 
upgrade  Boston's   residential   areas.     Funding  costs,  before  and  after  housing 
conditions,  private   investment  in  improvements,  income  of  residents,  and 
length  of  time  were  evaluated  for  the  recent   FACE  projects.     The  analysis 
provided  a  basis   for  predicting  the  cost  and  effectiveness  of  using  assisted 
code  enforcement  in  other  sections  of  Boston.     The  Pittsburgh  neighborhood 
housing  services  concept  was  also  investigated  and  pointed  to  the  importance 
of  conniunity  and  bank  participation  in  planning  and  implementing  code 
enforcement  activities. 

An  analysis   and  suggestions  for  improving  historic  preservation  activities 
were  also  made. 

Another  major  concern  was   determining  cost  requirements   for  completing  the 
urban  renewal   project  plans.     This   investigation  has  been  completed.     Refer 
to  Subsection   102.3. 

101.4  PRELIMINARY  GOALS  AND  OBJECTIVES  WITH  ALTERNATIVES 

The  major  goal    for   use  of  CDRS   in   Boston   is   imoroving  Boston's  neighborhoods. 
With  that  goal    in  mind,  the  total   cost  of  eligible  physical    improvement  needs 


in   Boston's   neighborhoods  was  estimated.      Because  of  the  limited  CDRS  funds 
available,   a   possible   strateny  was   developed  which  would  use  CDRS   funds   in 
key  areas   to  encourage   private   investment  in   irprovenients .     The  proposed 
priorities   are   being  written   up   for  coraiunity  review.     Detailed  objectives 
and   alternatives  will    be  developed  during  connnunity  discussion. 

101.5  REVIEW  WITH  COr':'U:;iTY  GROUPS 

The  planning  with  the  comnunity  will  be  carried  out  by  the  District  Planners 
and  Little  City  Halls.  The  Planners  and  LCH  Managers  are  in  the  process 
of  developing  a  method  for  comnunity  participation.  At  this  point,  a  series 
of  brochures  and  pamphlets  on  CDRS  and  corriunity  needs  are  being  prenared 
to  help  prepare  community  groups  for  active  participation  in  the  planning 
process. 

Refer  to  Appendix  A:  Responsive  Planning  Statement. 

101.6  COKMUrilTY  DEVELOPMENT  PROGRAM  FOR  EACH  PLArjrJlNG  DISTRICT 

District  master  plans  will   be  developed  with   the  comjnunities  as  a   framework 
for  setting  comnunity  development  priorities.     Three  pilot  master  plans 
are  nearing  completion  and  are  providing  an  opportunity  to  test  approaches 
for  community  participation. 

However,  due  to  the  uncertainty  of  legislative  action  this  year,   it  is 
now  seen   unlikely  that  detailed  neighborhood  plans  specifically  addressed 
to  CDRS  can  be  completed  in  this   grant. 

101.7  PRQGP7\MS  AND  PLANS   FOR  OTHER   PRIVATE  AND  PUBLIC   INVESTMENT 

Planning  has   proceeded  on  the  premise  that  CDRS  will   take  place  in  the 
midst  of  other  private  and  public  investment  including: 

a.  Private  investment  in  housing  improvement 

b.  Private  redevelopment  of  major  underutilized  land  areas 

c.  A  major   increase   in  public  investment  and  capital    improvements 

d.  Private  and  public  investment  in  job  development  and  higher 
education  aimed  at  upgrading  residents'   incomes. 

e.  Private   investment   in  middle-  and   upper-income  housing  to  ease  the 
pressure  on  existing  housing  currently  available  to  low-  and 
moderate-income   households  and  private  and  public   investment  in 
housing  for   the  elderly. 

The  analysis   has   included  estimates  of  the  size  of  public  and  private 
investm.ents   needed   in   these  areas   and  development  of  miothods   needed  to 
encourage   these  coniiiitments. 


102.0      SPECIAL    REVENUE   SHARING   FISCAL   PLAIJMIiiG  AMD  MAHAGEMENT 

Objective:      To  reviev/  the  city's    fiscal   position  and  determine   the  maximum 
amount   of  funds   available   for  the  proposed  special    revenue  sharing  program. 
To  prepare  budget  and  program  manaqement  proposals. 

Work   Eler^nts 


102.1  REVIEW  TRENDS    IN  THE  CITY'S   PROPERTY  TAX  BASE 

The   assessment  of  taxable   property  has   long  been  the  mainstay  of  municipal 
governm,ent  financing   in  Boston.      Property  taxes   currently  account  for  70 
percent  of  total    revenue   raise.      For  this   reason,   it  is   important  in   planning 
to   knov/  trends    in   the   tax  base.     A  preliminary  survey  has   been  completed 
which   indicates    the   fol  lov/ing:      the  market  value  of  taxable  property  in 
1972   is   more   than   double   that  of  1960.     Op   the  other  hand,    the  amount  of 
assessable  property  on  the  roles  has  decreased  from  over  60  percent  in 
1960   to  43  percent   in   1972. 

Detailed  studies  are  now  underway  which  (1)  estimate  true  market  value 
using  several  techniques;  and  (2)  project  trends  into  the  future  for  a 
period  comparable   to  the  ten-year  capital   improvements  program. 

102.2  ANALYZE   EXISTING  BONDING  COMMITMENTS  AND  BONDING  CAPABILITIES 
OF   THE   CITY 

Preliminary  projections  have  been  prepared  for  scheduling  capital    improve- 
ments  in  relation   to  the  City  and  QPA  debt  limits.     Detailed  schedules 
for  the  ten-year  capital   improvement  program  are  being  prepared  and  should 
be  complete  in  January. 

The  preliminary  studies  of  bonding  capacity  and  market  value  of  taxable 
property  v/ere  used  in  presentations   to  Standards  and  Poor's   Investors 
Service  and  Moody's   Investors  Service  to  gain  favorable  changes  in  the 
City's   bond  ratings   in  August. 

102.3  DETERMINE  MAXIMUM   FEASIBLE   FUNDS  AVAILABLE  FOR  COMMUNITY  DEVELOPMENT 
ACTIVITIES  AFTER  OTHER   COMMITMENTS  ARE  MET   BY   THE   CITY 

This  work  eleirent   refers   particularly  to  the  urban  renewal   projects,  which 
have  been  a  major  thrust  of  the  city's  revitalization  program  and  the  major 
categorical    program  to  be  effected  by  revenue  sharing. 

Early  estimates  of  the  cost  requirements  to  complete  all   of  Boston's 
projects    indicate  that   they  would   reauire  nearly  $65  million,   includinq 
fiscal   year   '74.     Because  of  the  magnitude  of  this  number  and  the   impli- 
cation  that,    if   urban  renewal   were  completed,   no  other  tynes   of  prograns 
could  be   funded  during  the   first  two  years  of  revenue  sharing,   an  extensive 
evaluation   of  urban   renewal    projects   including  analysis   of  all   elements 
in   the   plans  was    undertaken.      This   investigation  has   been   completed,  except  for 
the   Fenway  project,  which   is   under  a   court   injunction  that  may  result   in 
plan  changes. 


102.4  IDEi'JTIFY   PROJECTS   AND  PROGRAMS  THAT   COULD  BE  FLUDED  BY  CDRS  AND 

BY  OTiiER  fu:;di:ig  sources 

This  work  elerient   cannot  be   completed  until    the  neighborhood  coniTiunity 
development  plans   dre  determined.      However,    in  preparation,   information 
is   being  gathered  on   state-aided  proarams  and  on  otlier  federal    programs 
related   to  coniiunity  developnient,   such  as   Department  of  Transportation 
programs  or  Department  of  Interior  open  space  programs,  and  new  legisla- 
tion  is   being  followed. 

102.5  DEVELOP  Am'D  MAINTAIN  A  CAPITAL   IMPROVEMENTS  PROGRAT'I 

A  draft  document  outlining  the  ten-year  capital  improvement  program  has 
been  jointly  prepared  and  agreed  to  by  the  BRA  and  the  Public  Facilities 
Department.  A  preliminary  version  will  be  available  by  the  end  of  January, 
1974,  and  final  publication  is  targeted  for  May,  1974.  This  plan  analyzes 
the  past  history  of  capital  improvements,  remarks  the  significant  increase 
in  recent  years,  and  schedules  public  faciltiies  such  as  schools,  fire 
stations,  parks,  public  buildings,  as  well  as  other  capital  'outlay,  such 
as  an  urban  renewal  program  and  public  works.  The  total  program  is  $1.3 
billion. 


200.0 


BICENTENNIAL  PROGRAM  AND  MANAGEMENT 


200.0      BICENTEri.'ilAL    PROGRAM  PLAi'.VUiJG  AfiD  MA:iAGEr-'ENT 

In  all    our  planning  and  managerent  work  we  are  stressing  the  ultimate 
goal--to  meet   the   crisis  of  great  nunbcrs  of  visitors  durinn  the  Bicentennial 
period  and  to  turn   this   occurrence  into  an  asset  and  not  a  liability.     Boston, 
despite   its  n:any  problers,   has   lonn  been  recognized  as   one  of  the  most 
"livable"   cities   in   the  United  States.     The  Bicentennial   period  will    present 
an   influx  of   15  million  visitors  and  our  goal    is   to  strengthen   the  entire 
fabric  of  our  city  during   this   period  by  careful   planning  and  organizing--now. 

201.0     VISITOR   SERVICES  -  THE  CITY   IS   HOST 

Crucial    in  this   area   is   the  development  of  a  mechanism  to  disseminate 
information.     All    our  efforts  are  being  channeled  to  accomplish  this.     We 
are  refining  visitor  projections   to  deternnne  the  best  methods  to  use, 
locating  information  delivery  points   in  different  sections  of  the  city 
and  exploring  alternative  methods. 

Work  Elements 
201.1 

Visitor  projections  are  constantly  being  refined  as  a  result  of  both 
additional    information  and  major  economic  developments.     Based  on  these 
data  final    arrangements   for   information  delivery  points   have  been  made. 
Construction  plans  for  these  facilities  are  presently  being  developed. 
In  addition,   investigations  have  been  made  into  alternative  information 
technologies   including  time-shared  computer  facilities. 

201.2 

Staff  has  been  hired  to  develop  training  curricula  both  for  residents  and 
tourism  industry  employees.     Cooperative  efforts  concerning  police  department 
training  materials  have  been  initiated. 

201.3 

We  have  contacted  various  city  and  regional  agencies  requesting  that  they 
designate  Bicentennial  liaison  officers.  Regular  meetings  are  held  with 
these  representatives  to  set  up  support  and  emergency  services  programs. 

Local  financial  institutions  have  cooperated  in  planning  a  complete  foreign 
currency  program. 

201.4 

A  major  foreign   visitor   program  is   undenvay.     This   includes   an  extensive 
foreign   visitor  survey  which   is   ncaring  coraletion.     Meetings   have  been 
held  with  major   foreign   visitor  agencies   throughout  the  metropolitan  area. 


201.5 

The   project  assistance  staff  has  developed  a  Bicentennial   Planninq  Workbook 
v/hich   has   been   distributed  to  numerous   cultural    institutions.     This  workbook 
deals  v;ith   the   issues   of  visitor  circulation,   transportation   facilities, 
information   services,   sanitation  facilities,   child  care,  food  service  and 
fire   regulations. 

201.6 

Coordination  with  agencies  concerned  with  Bicentennial  activities  is  a 
continuing  irandate.  As  such,  we  have  been  able  to  offer  valuable  planninq 
assistance  to  other  organizations  who  are  sponsoring  their  own  Bicentennial 
activities . 


20g.O     CITY   GAME   -  THE  CITY   IS  THE   EXHIBIT 

Progress   has   been   substantial    in   this   area.     We  are  developing  city-wide 
theme   trails,  marking  historic  sties,  finding  locations   for  and  funding 
exhibits   and  planning  special   events  and  seminars.     Coordination  of  neigh- 
borhood activities   is   crucial    to  the   city  being  the  exhibit  and  much  effort 
has   been  spent   in   this   direction.     We  are  developing  neighborhood   trails 
in   conjunction  with  each   neighborhood  Bicentennial    Comittee,  develooing 
neighborhood  information  centers  and  planning  special    inter-neighborhood 
events. 


Work  Elements 


202.1   and  202.2 


See  listing  below  of  task  forces  and  neighborhood  conmittees  that  have 
been  set  up. 

MASTER  LIST  OF  PARTICIPATING  ORGANIZATIONS 
Boston  200  Cityoame  Task  Forces 


1.  History  -  Eighteenth  Century 

2.  History  -  Nineteenth  Century 

3.  Visual  Arts 

4.  Literature 

5.  Education 

6.  Medicine  and  Health 

7.  Mind  and  Brain 

8.  Religion 

9.  Women 

10.  Architecture 


11.  Irish  History 

12.  Italian  History 

13.  Black  History  and  Conmunity 

14.  Jewish  History 

15.  Ecology  and  Environment 

16.  Civil  Liberties  and  Law 

17.  Children 

18.  History  of  Finance 

19.  Sports 

20.  Military  History 

21.  Science  and  Technology 


Boston  200  Neiahborhood  Bicentennial  Committees 


1.  Allston/Brighton 

2.  Back  Bay 

3.  Beacon  Hill 

4.  Bromley  Heath 

5.  Charlestown 

6.  Chinatown 

7.  Colurrtia  Point 

8.  Dorchester  -  Fields   Corner 

9.  Dorchester  -   Franklin   Field 

10.  Dorchester  -  Upfiams   Corner 

11.  East  Boston 


12.  Fenway 

13.  Hyde  Park 

14.  Jamaica  Plain 

15.  Mattapan 

16.  North  End 

17.  Orchard  Park 

18.  Parker  Hill 

19.  Roslindale 

20.  Roxbury 

21.  South  Boston 

22.  South  End 

23.  West  Roxbury 


APPEMOIX  A.      RESPONSIVE   PLAiiNIMG  STATEMENT 


APPENDIX  A:   RESPONSIVE  PLANNING  STATEMENT 

Requirement  B-4:  Responsive  planning  statement,  addressing  the  criteria 
set  forth  in  paragraph  4-15  of  Handbook  I,  Comprehensive  Planning  Assistance 
Require"!ents  and  Guidelines  for  a  Grant,  and  which  indicates  their 
relation  to  the  objectives  identified  in  the  Overall  Planning  Design, 
(The  three  criteria  in  summary  are   (1)  the  amount  of  citizen  involvement 
and  interaction;  (2)  access  to  the  decision  making  process;  and  (3) 
improvement  of  com,muni cation  techniques) 

I.   COMMUNITY  INVOLVEMENT  IN  SPECIAL  REVENUE  SHARING  PLANNING 

Direct  involvement  or  resident  and  business  groups  on  both  the  decision 
making  and  implementation  stages  of  the  Ccm.munity  Development  Program  is 
vital  to  its  success.  Not  only  are  these  groups  the  most  reliable 
sources  of  information  about  problems  facing  the  varied  neighborhoods 
throughout  the  city,  but  they  are  also  essential  to  soliciting  local 
private  investments  to  complement  limited  private  resources. 

During  the  past  six  months,  numerous  meetings  have  taken  place  to  consider 
how  this  involvement  process  can  be  facilitated.  BRA  staff  has  met  with 
the  policy  staff  of  the  Mayor  to  discuss  neighborhood  planning,  publications, 
and  the  citizen  involvement  process.  Agreement  has  been  reached  for  BRA 
planning  staff  to  work  closely  with  the  Little  City  Halls  and  Mayor's 
Office  of  Public  Service  for  a  more  decentralized  and  more  frequent 
process  of  community  contact.  Various  drafts  of  a  brochure  aimed  at 
stimulating  comjnunity  discussion  have  been  prepared  and  critiqued  by 
Mayor's  staff,  Little  City  Hall  Managers,  and  District  Planners. 

The  planning  staff  met  in  December  with  the  BRA/MIT  Urban  Dynamics 
Advisory  Ccm.mittee  Boston  Project  (a  group  including  15  major  private 
sector  businessmen,  city  officials,  and  MIT  academicians)  to  present  and 
discuss  issues  of  neighborhood  planning  and  community  development. 

As  part  of  the  District  Planning  Program,  neighborhood  master  plans  are 
being  formulated  jointly  with  neighborhood  groups.  Community  development 
priorities  are  a  central  part  of  these  plans.  A  draft  plan  has  been 
prepared  with  Dorchester;  East  Boston  and  Mattapan  will  have  draft  plans 
within  three  months. 

Meetings  are  also  planned  between  BRA  staff  and  the  Citizens  Housing  and 
Planning  Association. 

The  Process 


As  currently  conceived,  the  community  involvement  process  in  planning 
for  special  revenue  sharing  has  three  phases.  In  the  first  phase, 
background  inforr;,ation  has  been  formulated  by  the  BRA.   In  the  second 
phase,  now  in  progress,  the  concept  of  community  development  revenue 
sharing  is  being  introduced  to  residents  through  pamphlets  and  in  meetings 
and  discussions  with  District  Planners  and  Little  City  Hall  [lanagers. 
In  the  third,  resident  discussions  and  decisions  on  priorities  will  take 
place.  Although  most  of  the  efforts  in  each'  stage  will  take  place  in 
sequence,  preparation  of  more  background  information,  new  pamphlets,  and 
other  material  related  to  the  planning  process  will  continue  as  needed. 


July  '73 


Dec.    '73 


Feb. /March    '74 
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During  the  first  phase,  several  drafts  of  a  brochure  to  be  released  for 
discussion  by  conmunity  groups,  business  groups,  agencies,  officials, 
and  individual  residents  were  developed  on  the  basis  of  community  feed- 
in  through  District  Planners. 

A  preliminary  brochure  was  completed  in  November.  This  draft  included  a 
description  of  ccn".:;iunity  development  revenue  sharing  and  eligible  activities, 
an  assessment  of  needs  in  relation  to  eligible  activities,  estimates  of 
cost  to  carry  out  a  program  addressed  to  these  needs,  a  statement  of  the 
expected  amount  of  money  to  come  in  under  revenue  sharing,  and  a  conclusion 
that,  since  not  enough  money  will  be  available  to  meet  all  needs,  it 
will  be  necessary  to  define  a  set  of  priorities. 

On  December  5,  1973,  the  Office  of  Public  Service,  the  Little  City  Hall 
Managers,  District  Planners,  and  city-wide  planning  staff  of  the  BRA  met 
to  discuss  how  the  second  phase  of  corrimunity  and  informing  should  be 
carried  out.  It  was  decided  not  to  distribute  the  preliminary  brochure 
as  is. 

Instead,  it  was  agreed  that  in  the  second  phase,  five  things  will  take 
place. 

1.  A  careful,  step-by-step  effort  to  inform  the  public  about  what 
comjTiunity  development  revenue  sharing  is  and  what  its  status 
is, during  the  next  two  months. 

2.  The  larger  more  discursive  brochure  will  be  translated  into  a 
series  af  pamphlets. 

3.  The  first  will  be  a  small  pamphlet  describing  community  develop- 
ment revenue  sharing,  but  not  making  recommendations,  to  be 
distributed  by  District  Planners  and  Little  City  Hall  Managers 
at  meetings  and  to  interested  individual  residents. 


4.  District  plannerswill  v;ork  closely  with  Little  City  flail 
Managers  in  this  process  and  be  available  locally, 

5.  During  this  period  citizens,  planners,  and  tr.anagers  will  work 
together  to  develop  a  citizen  participation  process  to  be  used 
in  the  third  phase  for  resolving  differences  in  priorities 
among  the  various  community  groups. 

The  Director  will  also  meet  with  the  Citizens  Housing  and  Planning 
Association  early  in  1974  to  discuss  possibilities  for  community  development 
revenue  sharing  and  citizen  participation. 

Third  Phase:  It  is  expected  that,  once  legislation  seems  certain,  city- 
wide  discussions  specifically  addressing  the  topic  of  community  development 
revenue  sharing  will  take  place  immediately.  Format  for  these  discussions 
has  not  been  decided  upon  at  this  time.  It  is  anticipated  that  the 
decision-making  mechanism  which  will  include  residents  will  be  formulated 
by  March  after  informal  discussions  with  residents  has  taken  place. 
Planners  will  participate  in  this  decision-making  process  to  provide 
information  and  give  recommendations,  help  formulate  proposals,  work  out 
details  and  implications  of  alternatives. 

A  three-year  and  first-action  year  community  development  plan  for  use  of 
cotrjnunity  development  revenue  sharing  funds  to  be  submitted  to  HUD  will 
be  the  product  of  this  process. 

II.  BICENTENNIAL  CITIZEN  INVOLVEMENT 

With  regard  to  the  Overall  Program  Design  Subsection  200,  Boston  200  has 
set  up  neighborhood  bicentennial  committees  and  task  forces  as  listed  in 
the  Progress  Report  above. 

Twenty-one  neighborhood  committees  have  been  formed.  Two  more--in  the 
Franklin  Field  and  the  Fields  Corner  sections  of  Dorchester--will  be 
organized  soon. 

To  initiate  the  committees,  Boston  200  set  up  open  meetings  in  every 
neighborhood.  A  slide  show  of  plans  for  the  Bicentennial  was  presented 
and  suggestions  solicited.  Three  suggestions  repeatedly  came  up: 

1)  the  need  for  physical  improvement  of  historical  sites 

2)  a  booklet  on  each  neighborhood's  history  which  would  include 
new  material 

3)  an  exhibit  of  the  history  of  each  neighborhood,  perhaps  including 
an  historical  walking  trail. 

Boston  200  has  arranged  for  each  neighborhood  to  have  $3-4,000  to  improve 
a  historical  site.  This  money  will  come  from  sale  of  licenses  for 
selling  Bicentennial  products. 


All  neighbordood  coninittees  are  functioning  well.  Some  have  ad  hoc 
ccrmittecs  on  selecting  a  site  for  irrprovenent,  ottiers  are  working  on 
the  historical  booklet,  and  others  are  developing  prcgrams  to  be  carried 
out  during  the  peak  visitors  period.  Committee  r:eetings  continue  to  be 
on  an  open  basis  and  are  publicized  in  local  newspapers  and  by  irail-out 
to  participants  at  previous  meetings.  Efforts  are  made  not  to  conflict 
with  other  neighborhood  meetings. 

The  work  schedule  for  these  committees  is  as  follows:  All  sites  for 
physical  improvement  must  be  selected  within  six  months  (June  1974). 
Drafts  of  all  neighborhood  historical  booklets  must  be  prepared  by 
January  1975. 


Thirteen  of  the  twenty-one  task  forces  have  been  set  up 
least  one  meeting: 


and  have  held  at 


Eighteenth  Century  History 

Literature 

Religion 

Education 

Medicine  and  Health 

Mind  and  Brain 

Women 


Architecture 

Visual  Arts 

Italian  History 

Child  Care 

Law 

Nineteenth  Century  History 


Some  task  forces,  such  as  Eighteenth  Century  History,  are  v/ell  along  and 
have  found  funding;  others,  such  as  Literature  and  Medicine  and  Health, 
have  prepared  proposals  for  funding. 

Task  Forces  meet  in  executive  session  on  the  average  about  e'^ery   5-6 
weeks.  The  Medicine  and  Health  Task  Force,  for  example,  v/as  set  up  in 
November  1972.  It  has  60  members,  with  11  on  the  Executive  Com,mittee. 
The  Task  Force  met  in  October  1973  to  ratify  a  three-point  program:  an 
exhibit,  a  series  of  open  houses  and  tours  in  each  institution,  and  a 
brochure  on  the  medical  comimunity. 


As  another  example,  the  Task  Force  on  Women  first  met  in  April  1973.  It 
also  has  about  60  members.  Three  committees  have  been  set  up:  an 
exhibit  on  women  in  Boston's  history,  four  weekend  programs  on  women  at 
work  (reformers,  home,  arts,  professions  and  paid  emplo^Tnent),  and  starting 
a  Boston  Women's  Center  to  act  as  an  umbrella  organization  for  various 
women's  groups. 


APPENDIX  B,     AFFIRKi/^'JIVE  ACTION  PLAN    -  PROGRESS  REPORT 


APPENDIX  B:  AFFIRMATIVE  ACTION  PLAN  PROGRESS 


Requirement  B-5:  Descriptive  statement  v;hich  identifies  progress  made 
under  the  BRA's  Affirmative  Action  Plan  to  hire  and  upgrade  minority 
professionals. 


Attached  is  a  copy  of  the  latest  progress  report  on  the  Affirmative  Action 
Plan. 

We  are  also  pleased  to  note  the  adoption  of  a  personnel  policy  by  the 
BRA  Board  on  October  11,  1973.  A  copy,  of  this  is  also  attached. 


The  Affirmative  Action  Advisory  Council  was  approved  by  the  Authority,   at 
the   reconTTiondation   of  the   Director,   on  September  21,    1972.     Membership, 
v/hich   has   expanded  curinj  the   last  six  months   in  an   attempt  to  more  broadly 
represent  Authority  c:rployoes,   includes: 


Date  of 

Name 

Title 

Dopartrrnt 

Appt. 

Tel. 

Robert  Walsh,   Chrrn, 

Deputy  Dir.    for 
Comm.    Dev. 

Corrm.   Dev. 

10/72 

221 

Charles  Adams 

Sr.   Adm.   Asst.    II 

Prop.   Momt. 
(So.    End) 

10/72 

267-8425 

Ruth  Akinbami 

Ch.   Reloc.   Officer 

Fam.   Reloc. 
(Campus   High) 

5/73 

427-2430 

William  Baker 

Sr.   Adm.   Asst.    I 

Conm.    Dev. 

10/72 

210 

Catherine  Carroll 

Adm.   Clerk  III 

Research 

12/72 

370 

Joseph  Lydon 

Maint.   Man 

ProD.   Mgmt. 
(So'.   End) 

12/72 

257-8425 

John  Mc"orrow 

Dir.   of  Personnel 

Personnel 

10/72 

345 

Ralph  Memolo 

Pub.    Info.   Officer 

Dir.   Office 

10/72 

212 

Marcia  Myers 

Dir.   of  Envir.   Ping 

.Planning 

10/72 

306 

Roy  iJablett 

Comp.&Eq.   0pp.   Off. 

Dir.   Office 

10/72 

348 

Claire  Sulfaro 

Secy.   Steno.    Ill 

Engineering 

12/72 

333 

Mary  Swett 

Adm.    Clk.    Ill 

Charles  town 

12/72 

420 

Ann  Kolpert,  Vice  Chrm. 

Sr.   Librarian 

Dir.   Office 
Pub.    Info. 

10/72 

332 

Affirmative  Action  Advisorv  Council    felt  stronqlv  that  more 

V'ai  ey"! 

?cted 

from  it  than  mere   lip-service  to  imoroved  equal   employment  opportunities. 
Taking  seriously  its  mandate  from  the  Federal   Governm.ent,  through  Affirmative 
Action   requirements,   to  affect  recruitment,   placement,  mobility  and  equal 
pay  for  equal   work,   the  Council   worked  to  redraft  an  Affirmative  Action  Plan 
that  would  deal   with  existing  inequalities   and  would  fully  meet  the  concerns 
of  Authority  employees   for  future  non-discriminatory  policies  and  practices. 

Meetings  of  the  Council   have  been  held  at  least  once  a  month  since  the 
Council's   inception.     Minutes   are  available  for  meetings  held  on  November  21, 
December  8,   and   Decemiber   19,    1972;   January  9,   23,   26;   February  6,    14,   20; 
March  5  and  26;   April    3  and   11;  May  31;  June  11  and  20,    1973. 

Reporting  Requirements 

In  accordance  with   the  Affirmative  Action  Plan  approved  by  the  Authority 
on  November  2,    1973  as   amended  November  30,    1973  and  approved  by  HUD,    the 
Council    is   required  to   rcoort  to  the  Director  and  all   en-oloyees,   at  six 
month   intervals,    concerning  progress   toward  fair  and  equitable  em.ployment 
practices   and  policies   at   the  Boston  Redevelopment  Authority.     This    report 
fulfills   that  obi i nation   as  well    as   the  requirement  of  a  quarterly   report 
to   the   Director  concci-nim  Federal,   State   and  City  Laws- and   regulations 
pertaining  to  equal   employment.      (See  Attachment  I). 


The   Plan   renuircs    thr.t.   tf;o  six  ncr.lh   report   include,  but  rot  be  limited  to, 
showing  progress    tcv.r;)-c   -de   follov.irig  overall    colIs: 

1.  [Jtili."';!ticn   rr  r^v^is:-   an   in-depth  survey  or   the  staff  to  determine 
v.'licre   and  iicv;    ;ci;::'ie   and  r:inority  qroup  employees   are   located. 

2.  Irpler  cntatirr:   -vrrrcss :  -   nroct-ess   toward  realizing  tl^.e  various 
requ".  rer.,en:s   v\'  i.r.e  Affirr'ative  Action  Plan. 

3.  Idonti  ficctirr   o-"  nreblen  areas:-   an   intof-sive  analysis   of  all   orcan- 
izational    unviS   ;;r.d  job   ciass";  fi  cations   to  deterriine  areas  where 
fcnale   and  ririrxy.zy  group  participation   is    inadenuate  and  why. 

4.  Develcrrynt  a;  r  p;pcuticn  of  pronrans:-   descripLicn  of  new  and  cnnoing 
affirrative   actU'!'   programs  with  details  of  their  irpact. 

5.  Integral    ei-'d'':   ~vd   reporting  syster.s:-   description  of  types   of  reporting 
and  auditing  u-r'ized  by  rne  Personnel    Dopartrent  to  r.cnitor  progress 
tov'ard  equal    e:::;"ryr-!ont  cpnort:jni  ties  . 

6.  P  ro  no  t  i  on   an  a  1  y  s  i  s  :  -  showing  complete  salary  increase  and  promotional 
statistics  wi tn   a  comparative  analysis. 

7.  Recruitment  apcilysis:-  having  two  parts;    (1)  an  intensive  analysis  of 
the   recrui  tr.on-;   tn.d  hiring  process,   and   (2)   a   report  showing  progress 
toward  equal    e:"p':oyment  goals  by  persons  hired  and  by  applicants   for 
jobs . 

8.  Job  scnaratirn:-  an  analysis  by  race  and  sex  of  all   jobs  exclusively 
or  nearly  exclusively  comprised  of  one  race  and/or  sex  to  determine 
ways   to  and  pixgrcss  toward  reducing  the  level   of  separation. 

Not  all   of  t[iese  areas  will   be  covered  in  this   report.     Many  of  them  require 
further  work  before   a"l    information   can  be  analy.":od  and  recorr^endations  made. 
The  goals   established  by  the  Council   as   ►saving  the  highest  priority  are 
covered  in  the   follo\/"'ng  sections. 

AFFIRf-IATIVE  ACTIOM  ADVISORY   COUNCIL  GOALS: 

The  Council   has   three  major  areas  of  responsibility.     It  must  advise  and 
make  recornendaticns   to  the  Director  concerning: 

I.  Progress   toward  system-wide  personnel    reforms  intended  to  insure 
equal   employment  opportunities. 

II.  Progress   toward  a  genuinely  balanced  work  force  at  the  BRA. 

III. General   emloynent  conditions   including  sucn  policies,   practices_ 
and  procedjr.^s    21    fringe  benefits,  wo.-lcinq  conditions   and  dissemin- 
ation  of  infor.ration  of  concern  or  interest  to  the  staff. 

The  Council   estabished  the   following  goals   and  actions  to  be  taken  to  meet 
its   responsibility  in  eatii  of  these  areas. 

I.     The   chart  on    t'■^2    following  oage   delineate-,   the  analyses,   actions 
and  timetable  necessary  for  personnel    refor.Tis 


2  - 


II.  The  chart  below  illustrates   the  short-term  goals   established   and 
_....      affirr.'od   by  tiie  Council    and  approved  by  the  Authority   in  the  Affirmative 
Action  Plan.     The   ultimate  goal    is,   of  course,  a  work   force  which 
will    include  minority  group  renters   and  women  at  all    grades   in  pro- 
portion  to  their   representation   in  the  labor  force   at   large. 

MINORITY   GROUP   DISTRIBUTION   GOALS 

Grade  4-8  Grade  9-12  Grade   13  + 

June  1973  15-16%  15-16%  15-16% 

June  1974  16-20%-  16-20%  16-20% 

June  1975  20-22%  20-22%  20-22% 

FEMALE    DISTRIBUTION   GOALS 
Grade  4-8  Grade  9-12  Grade   13  + 

June   1973  40-45%  40-45%  40-45% 

June   1974  45-50%  45-50%  45-50% 

June   1975  40-60%  40-60%  40-60% 

III. In  the  absence  of  formal,  quantifiable  goals,  general  work   conditions 
have  been  handled   in  the  first  six  months   through   revisions  to  the 
personnel   policy  and  through  individual   grievances. 

PROGRESS  TOWARD  GOALS 

1.  Affirmative  Action  Plan.     Drafted  by  the  Personnel   Department  and 
revised  by  the  Council    during  October  and  TJovember,    1972,   an  Affirmative 
Action  Plan  has  been  approved  by  the  Authority  and  made  available  to  all 
staff. 

2.  Grievance  Procedure.     A  grievance  procedure  has  been  established  by 
the  Council    to   insure  all    employees   a   fair  and   impartial    review  of  any 
legitimate  employment     grievance.      (See  Attachment  II). 

3.  Personnel    Policy.     The  draft  personnel   policy  required  extensive 
revision  by  the  Council    before   it  was    ready   for  submission  to  the  Authority. 
The  intent  of  the  policy  is  to  assist  conmuni cation  at  all   staff  levels   and 
to  make  all   employees,   for  the  first  time,   fully  aware  of  their  rights, 
responsibilities   and  benefits. 

4.  Employee  Handbook.     The  Personnel    Department  is  providing  the  Council 
with  a  proposed   draft  of   the  Employee  Handbook   for  review  and  preparation 
for  the  Director's    review  by   late  July. 

^         5.     Bulletin  Boards  have  been   located  in  or  near  each  elevator  lobby  to 
facilitate   dissemination  of  information. 

6.  Distribution   Goals   Progress.      In  April    of   1973,  54  employees   of  the 
Authority   received   pay    increases   and/or  up-grading  of  their  titles.     Seventy- 
five   percent  of  these  employees  were   identified   as    recipients   of  a   change 

in  status   as   a  result  of  the  goals   and  timetables  established  in  the  Affirm- 
ative Action  Plan. 

7.  Establ  ish.-^ent  of  Goals  and  Timetables.  Attachment  II  provided  on 
May  18,  1973  by  trie  Cor.:pl  iance  and  Equal  Uppcrtunity  Officer,  states  that 
the  Authority  did  not  reet  its  June   1973  goals   but  it  has   instituted   specific 
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affirmative  steps   and   has   n;ade  every  good   faith  effort   to  work   toward  the 
attainment   of   its   goals  within   its   tine  table   for  upgrading  of  female  and 
minority  erployeos. 

8.  Hiring:    P"vised  En'oloyrent  Application   drafted  by  the  Personnel 
[)epartn>2nt  has    been  suoniitted   to   tne   Council    for  review. 

9.  Posting  or   Vacancies.     Two  job   openings   have   been  posted  to   date. 

10.  Hiring:    r'orsGnp^^l    stationery   has    been   reprinted  to   add   the   phrase 
"Boston   Receveiopi.tnt  Autnonty   is   an  Equal   Opportunity/Affirmative  Action 
Employer. " 

11.  Hiring:   Co-Gp  Prograrri.     Letters   from  Director  of  Personnel    and 
copies   of  the  Affirn;ative  Action   Plan  were   sent  to  the  participating   colleges. 
The  third  and   fourth  quarter  Co-Op  Program  is   an  overall    mix  of  50%  male  and 
female   end  has   one  minority,   with   both  males   and  females    in  professional/ 

.technical    positions   in  Urban   Design   end   Planning   Departments. 

12.  Co~p1 iance .  Compliance  and  Equal  Opportunity  Officer  reports  that 
he  is  filling  all  of  the  Plan  requiren"ents  for  Contractors  on  a  continuing 
basis. 

13.  Position  Classification  Chart.   The  Personnel   Department  has   updated 
the   1969  chart  to   include   all   existing  job   descriptions   by  grade.     This   is 
the  initial   step  toward  preparing  new  and  accurate  job   descriptions   and  sub- 
sequently reorganizing  the  position   classification  chart  along  equitable   lines 

FUTURE   OBJECTIVES 

This   Council   would  be  somewhat  less  than   candid  not  to  acknowledge  a  degree 
of  dissatisfaction  with  the  Authority's   progress  in  the  area  of  upgrading 
female  and  minority  employees.     An  objective  analysis  of  Attachment  III   of 
this   report  indicates  a  "good  faith"  effort,  but  it  falls   short  of  the  solid 
achieverxBnt  hoped   for  by  this   Council.      The  progress   achieved,   although 
desirable,  has  given  the  appearance   to  some  of  having  been   carried  out  in 
order  to   fulfill    a  quota  system.     All    Quota  Systems   have   racist  overtones 
in  that  they  tend  to  judge  people  as  mem.bers  of  a  group  rather  than  as 
individuals.     The  emphasis  of  an  Affirmative  Action  Program  must  be  far  more 
than  the  compulsive  achievement  of  arbitrary  goals. 

The  Council  will    recommend  in  the  very  near  future  a  Career  Ladders  Program 
which  will    identify   for  workers'    routes   of  advancement  from  even  the  most 
menial  jobs,  ones  that  are  now  considered  dead  ends.     In  addition,  we  will 
propose  that  Counselors  be  designated  to  help  employees   use  skills   they 
already  have   and   to  advise  them  on  how  to   achieve  job  mobility.     The  idea 
is   that  such   a  Counselor  should  be  able  to  sit   down  with   a  Maintenance   person 
^nd   show  that   person   a  career   ladder  that  will    lead   to  Property  Manager; 
a  secretary  a   career   ladder  that  will    lead  to  Office  Manager  or  Administrative 
Assistant,  etc.      We  will    further  recommend  that  a   compensatory  training  pro- 
gram be   instituted   to   give  minority   and   female  employees   an   opportunity  to 
acquire   the  necessary  skills   to   climb    the  Career  Ladders.      Promoting   indi- 
viduals who  are   not  qualified  either  by   inclination   or  training   risks  wasting 
valuable  hurrian   and   financial    resources   and  endangering  the  entire   concept  of 
equal   opportunity. 

RECOMMENDATION'S 

I.      It   is   the  opinion  of  the  Council    that  good   faith  effort   is  measured  not 
so  much  by   achievenent  of  arbitrary  nu;:-erical    goals,   as   by   the  accomplish- 
ment of  internal    personnel    reforms   with   long-range   implications. 


-  4 


The   Council    therefore   views  with  considerable  concern   the  lack  of  progress 
toward  such   called- for  reforiiis   as   the  Utilization  Analysis,    Identification 
of  Probleni  Areas,   Recruiti.ont  Analysis,   Job  Separation   Study,   Revised 
Job  Descriptions,   Skill    Profiles   and  iJew  Position  Classification  List. 

In  as  much   as   salary   reviews  were  conpletod  last  year  without  the  benefit 
of  any  of   the   required   refor:ns,   the  Council    aooroaches   the  lack  of 
progress    toward  personnel    reforc^s   at   this   tinx}  with   a  special    urgency. 
Annual    salary   reviews  will    begin  one  month   froin  now,    in  August.      In   the 
eight  months   since  the  plan  was   approved,   virtually  none  of  the   reforms 
that  would  allow  employees   the  opportunity  for  an  equitable  review  have 
been  accomplished. 

The  Council   anticipates,   on  the  basis  of  last  year's  experience,   that  the 
Personnel    Departr;ent  will    be  too  busy,   once  the  salary   reviews   have  begun, 
to  work   toward  such   vitally   important   reforms   as   adequate  job  descriptions, 
skill   profiles,   and  an  equitable  Position  Classification  List. 

The  Council   therefore   recomunends  that  the  Personnel   Department  devote  its 
total    effort   during  the  month  of  July  to  the  analyses   and  reforms   identi- 
fied in  the   Reporting  Requirements   and  Goals   sections   of  this   report. 
Specifically,    tne   Council    recom,n;ends   that   (l)   skill    profiles   for  all 
employees  be   completed  no  later  than  August  1,   1973,    (2)  that  the  Author- 
ity's  policy   toward   recruitment  be  specifically  oriented  toward  internal 
recruitment   during  this   austerity  period,    (3)   that  skill   profiles   and 
job  postings   be   used  to   identify  interested  and  qualified  staff  (4)   that 
training  programs   be  instituted  so  that  interested  staff  may  train  them- 
selves  for  other  jobs,    (5)   that  career  ladders  be  clearly  identified  and 
made  known  to  all   staff. 

II.  The  Council's   role  is  that  of  an  advisory,   policy-making  board.      It  has 
no  support  staff. 

The  Council    is   in  the  untenable  position  of  having  responsibility  for 
certain  work  products  without  having  the  staff  or  the  budget  to  accomplish 
those   responsibilities. 

The   Council    therefore   recommends   that  certain  members   of  the  Personnel 
Department  be   assigned  to  work  with   the  Council,   in  addition   to   their 
regular  duties,     floreover,    it  should  be  clear  to  those  staff  memibers   that 
their  primary   responsibility   is   the  accomplishment  of  the   requirements 
of  the  Affinr.ative  Action   Plan. 

III. Whereas    the   council    has    responsibility   for  advising  the  Director  concerning 
Federal,   State   and  City   laws   and  regulations   pertaining  to  equal   en;3loy- 
ment  opportunities,  yet  has   no  staff  and  no  budget  by  which   to  gain  this 
knowledge,    it  is    recomended   that  the  EEO  Officer  be  assigned   responsi- 
bility  to   report   to   tne   Council    on   these  matters   so   that   the  Council 
might  fulfill   adequately  its  obligation  to  the  Director. 
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IV.    In  April,    1973,   the  BRA  Board  voted  to  grant  increases   in  status   and/or 
pay  to  54   staff  rnenibcrs  .     Seventy-five  percent  of  these  personnel    actions 
were   identified   to  the  Board  as   necessary  to  achieve   compliance  with 
Affirrnative  Action  goals.     The  Council    regrets   the   language   of  the  cover 
letter  which  was   subsequently  sent  and  reconimended  that   in  the  future, 
any  raises   made   in  the  name  of  affirmative   action  be   identified  as   such 
to  the  recipients  of  those  raises. 
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ATTACHMENT   I 
QUARTERLY   REPORT 

Effective  on  or  before  October  31,   1973,   the  Boston  Redevelopment 
Authority  will   be   required  to  comply  v/ith   regulations  of  the  Federal   Equal 
Employment  Opportunities  Coirmission  concerning  reporting  and  recordkeeping 
by  state   and   local    governinents   (CFR  Title  29,   Chapter  XIV,  Part   1602). 
Specifically,   the  BRA  must  prepare  and  file,   as  of  that  date,  the  "State 
and  Local   Government  Information  Report  EEO-4". 

A  copy  of  the  Federal   Register  announcement  of  the  regulation  is 
attached. 


cot 


RULrS   AND   REGULATION'S 


Titio  14 — Aoron.Tiitics  rnc!  ?p3ce 

APTrrj  I — rLDrRAL  AviATinrj  AnMjN- 

STF'MION.  DcPARTMCNT  OF  THA.'.S- 
POi'.rATlON' 

(Alr;;-aco   Due.   No.   7.1   SO   :o| 
?T     71 — C^flCNATION     OF     FEDERAL 

wn/.A\'^,  Ar?i  •■<   Lcv.v  RC'.iTt: :..   c.-j- 

rROLir.O  AllvSl'ACC,  AND  fiLFOfiTir;G 
>0INT3 

Alteration  of  Transition  Area 

)n  M.irch  2?..  1373.  a  notlrc  of  pro- 
cd  rwli'i.'.rikint;  v.-;i.s  rui'iMicd  in  tl;o 
irR\i.  1!: --.I'-TtTi  (/■:!  FH  rOCtJi.  statin,-: 
I  tl:e  Federal  Avi.ition  Ac!:ninistra- 
1  was  cof.'idi-rin"'  nn  ntncncirrent.  to 
t  71  of  the  I'ccirral  A  v. .i!  ion  Rornila- 
Ls  tb.at  v,-ciild  alter  the  Toccca,  Ga., 
i.-iltiun  area. 

it(rcr-tcd  1-crsin.s  were  afforded  an 
ortunity  to  rarticirato  in  tiie  ru'.e- 
cing  through  liie  subnii.'^.^ion  of  co;n- 
its.  Ail  coinrncnts  received  were 
jrable. 

1  con.'^Idrration  of  the  fore^roin?, 
I  71  of  the  Federal  Aviation  P.criula- 
s  l5  amended,  effective  0901  G.m.t., 
'  10.  1973,  a^  liercinafter  set  forth. 
1   5  71.181    (38  FR  435),  the  Toccon, 

tran.'^ltian  arc.-,  is  anicnd'^d  as  foi- 
:    ■■•    •    •   Longitude    83°17'40"    W.) 

•  15  delet-c-d  and  "♦  •  •  Lonsitiu'c 
,7'40"  V/.);  '.viti-.in  a  9-m:Ic  radius 
[abcrsham  County  Aii-port,  Cornelia, 

(Lat.  34''3a'2n"  N,  Long.  83'33'14" 
*    •  "   ts  substituted   therefor. 

,  307(a).  FcJor.iI  Avl.itlon  Act  of  1958, 
f.S.C.  1348(a).  BPC.  G(e).  Department  of 
.sportatlon  Act.  49  U.S.C.  1G55(C).) 

sued  In  East  Point,  Ga.,  on  May  4, 

DoANE  W.  Freer. 
Icting  Director,  Southern  Region. 

Tl  Doc.73-0423  Filed  5-11-73:8:45  am) 
Title  26 — Internal  Revenue 

pjtn  I — irjxrRNAL  revenue  serv- 

,  DEPARTMENT  OF  THE  TREASURY 

BCHAPTCR    D — MISCELLANEOUS    EXCISE 
TAXES 

IT.D.  7270) 

T  53— FOUNDATION   EXCISE  TAXES 

Subpart  B — Taxes  on  Self-Dealing; 
Correction 

I  Tuesday,  Aiiril  17.  1?73.  Treasury 
sicn  7270  v.-ar.  pul):;  bed  in  tb.e 
HAi.  Register  <33  FR  019").  Tlic  foi- 
ls chimce  .should  be  made  to  T.D. 

example      (G)      In     {53.4941(d)- 
(8)    'papc  9497).   the  I;v>;t  word  on 
12    of   example    (G),   "parafrraph", 
Id  be  ch.arKcd  to  "example". 

James  P.  Dring. 
Director,  l.rci'-Ir.'.ii'n  a-.d 

Kegv.lations  Division. 

n  Dr^.l2'0Z?2  Filed  5-11-73:8:45  am] 


Title  29— labor 
CHAPTER   Xiy— rO'JAL   rWPLOYMENT 

ci^roiviUNii r  COMMISSION 

P.\nr  ICO? — RECORDS  ArJD  RCrORTS 

Reporting  and  RccnrdV.et'pinr;  by  Slate  and 
Local  Gjvernmc:its 

l'.y  \-irti:c  of  the  authority  ve-.tcd  In  It 
by  .'ectioi:  713ia)  of  tillc  VII  of  the  Civil 
Iti.thl.'i  Act  of  l;;r.4.  n-.  an-.ei-.c'.ed.  42  U.S  C. 
.ipctlon  200i>e-12'a),  7i;  J^iat.  2G5,  the 
Fqiial  E:ir,)lo\r.unt  Op;^ortun!ly  Coni- 
n;i  .^lon  i hereinafter  rffrrnd  to  a.";  the 
Co.-imi.'^.-.ion)  hereby  amends  title  29. 
r!i;ii)ter  XiV.  part  1002  of  tlie  Code  of 
Fcicril   l;e"ul;itions. 

C}n  Mr.rc;!  2.  U<73,  (lie  F(ii;:il  Einplnv- 
mrnt  Oi'liortimity  Con-.m::vs;on  pub- 
.  1*  l-.ed  in  the  Fcpf-./m,  Rec.i.stkr  (33  FR 
J:'^':>9)  a  r.ot1"e  of  p,;bl:c  hearing  on  pro- 
ported  rc!Ttil.i.'lons  rerrarriir.t:  reporting 
and  recordinfr  requirements  for  State 
and  local  sovrrnmenl.s  o::ibod:cd  in  the 
propcsed  rc~ul.-.lion;;  and  report  form 
EEO-4.  The  form  nnd  instruction.-;  were 
I^ubii.shed  aa  an  appendix  tiicrc'.o. 

Under  the  proposed  regulations  all  po- 
Utirai  juj'i.sdicl;or.s  emp!oy!i;r:  15  or  more 
employees  wore  to  be  required  to  main- 
tain for  a  3-year  period  reeords  v.iiiL'h 
would  be  necessary  for  the  proper  com- 
pletion of  report  form  EEO-'l.  whether 
or  not  th.c  political  jurisdiction  was  re- 
quired to  file  tlie  report;  and  all  political 
jurisdictions  employinrr  190  or  more  em- 
ployees and  oihers  witii  i:<  or  ir.orc  em- 
ployees where  requc.:tert  by  the  Commis- 
sion were  to  be  required  to  submit  report 
EEO-4  annually.  All  pclltiral  juri;cl:c- 
tlons  employing  15  or  more  employees 
also  were  to  be  require^  to  maintain,  for 
2  years,  all  personnel  and  employment 
records,  such  a.  application  forms  and 
promotion,  demotion,  transfer,  layoff, 
and  termination  records. 

The  public  heaiinr;  was  held  on  March 
21,  1973.  At  the  hcariiiK  the  jiroposed 
requirements  were  explained  and  all 
persons  who  had  requested  to  be  heard 
te.>-.tined.  Thereafter,  the  record  re- 
mained open  for  5  days  and  written 
comments  by  16  organizations  were  re- 
ceived. As  a  result  of  the  comments,  .sev- 
eral changes  were  eflcctcd.  The  EE(3-4 
fortn  was  amended  to  include  narrower 
salary  ranges  and  more  refined  Jol)  cate- 
gory definitions.  In  addition,  the  fir.-.t 
.-cntor.cc  of  5  1CC2.:9  of  the  propo:;ed 
rchiilallnr.s  was  cl::n:icd  A  pc--  seritenre 
was  added  prior  to  the  la:.t  sentence  of 
the  section  requliinK  copies  of  rec  ids 
to  be  maintained  onslte  which  ri  tiuiie- 
ment  conforms  v.-itli  the  liu;tri:c!loni;  to 
the  report  form.  No  other  substantive 
chanu'es  were  made. 

In  re.-.(x>ir.e  to  rcTuesL<:  In-  sever  il  po- 
llticul  jurlsdiellon."-  for  more  time  in 
which  to  comply  with  the  requIrLinents 
on  rvy-jriir.-:.  tiie  d.ttc  by  which  tl'.e  iiiTt 
EEO-4  rcrx-^rt  !.<■.  required  to  l?e  fil-d  .-.han 
be  OclobcT  31,  1S73,  iiisle^d  of  Ju;y  30, 


1073.  The  payroll  reporting  period  for 
employment  d:ita  sbiUl  Include  Au- 
giL.t  31.  1973  or  June  30.  1973.  ut  the  oi>- 
V.i'U  cif  the  l>ciltir:il  JurL' diction.  Tlir  1.1- 
Ini:  ;uid  reixirt  pcrir-<l  dat-s  of  Julv  jO 
and  June  30.  n-.pei-tlvcly.  FU.dl  ai'i'ly  In' 
1974  and  therea!l/"r. 

Part  li'02  is  amended  by  adding  now 
.'ubp.irt;-.  I.  J.  and  K.  and  by  addin::  nex 
ni'-'^SO.  1^02.31.  iro;.32.  1(;'12  33 
lf.'i2  34.  1(502  3,-,,  1C32,3C.  If02.37.  and 
icn2  33  thereto  to  read  as  follows  below. 
Tl'.cv.e  amendments  shall  become  clfcctive 
June  13.  1973. 

Subpart  I — State  enrf  Local  Governments 
Rccortlkeepinc 

.^i  c. 

If02  30     Rcrorris  to  bp  madp  or  kept 
lt02  31     Pre^./-^. ntlon    of    records    m.idc     or 
kept. 

AvTiioniTT.— Sec.   7f)n'c).   78   Stnt.   2G5    42 

use.  2i)ooo-0(c):  29  crn  1G02.3. 

Subpart  I — Slate  and   Local  Governments 
Recordkeeping 

1602.30      Records  to  lie  ninclc  or  kept. 

On  or  before  July  30.  1973.  and  an- 
nnruly  therc:^.fter.  every  political  juris- 
diction with  15  or  more  employees  i.i  re- 
Qiiircd  to  m.ak'e  or  keep  records  and  the 
infv.rmation  thcrcirom  which  are  or 
would  be  necessarj'  for  the  co.mpletion  of 
report  EEO-4  under  the  circumstances 
set  forth  In  the  Instructions  tliercto. 
v.hethcr  or  not  the  political  jurisdictio:i 
is  required  to  file  such  report  inidir 
5  1C02.32  of  the  regulations  ui  this  part. 
The  instructions  are  spccificnlly  incor- 
porated herein  by  reference  and  h;ive  the 
.""  T.- :  'orcc  Mid  crTcct  as  other  .sections  of 
t;...-  pai  i,.'  Sujh  records  and  the  mfoima- 
t:o:i  Iheicfrom  .^hall  be  retained  at  all 
til:  •-■s  for  a  period  of  3  years  at  tlie  cen- 
tr.i|  ifriccof  the  political  juri.-,diction  and 
sh.il.  be  made  available  if  requested  by 
an  officer,  agent,  or  employee  of  the 
Comml.'-sion  under  section  710  of  title  VII. 
as  amended.  Although  agency  d:aa  are 
:iggrenated  by  functions  for  purpo-es  of 
reporting,  separate  data  for  each  agency 
must  be  maintnincd  cither  by  the  irencv 
Itself  or  by -the  ofTice  of  the  politic.-il 
Jurisdiction  responsible  for  jirepaiing  the 
EEO-4  form.  It  is  the  responsibility  of 
every  political  jurisdiction  to  obtain 
from  the  Commission  or  its  delegate  nec- 
essary instructions  in  order  to  <  I'liiiily 
with  the  reqiiiicment,-:  of  this  .section. 

ICp02.31       I'ri-^crN^ili'in  of  rcriiril-  in.ulc  cr 
tvri>t. 

(a)  Any  per' onncl  or  cmiiloyment  rec- 
ord made  or  kept  by  a  ixjlltlcal  juusdic- 
tlon  (Including  but  not  necc;sari!y 
limited  to  api)llcatlon  forms  .suiimlt'cd 
by  applicants  and  other  rc<-ords  h.'i\i::i^ 
to  do  v.1th  liirln^.  promotion,  dcinotiun. 


'  Scnz. —  Iii:;tr\icllun3  were  pviljlL.hcl  n.'.  lui 
ar>T>rTid:x  to  tlio  j-ror^rx^l  ref^ulntli.n.i  on 
;.:ar.  2.  1973   (3D  FIl  0-  C2). 
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IrHtvfcr.  InynT  or  t'-:r.;!r.r%',!o:i.  ra'.<v;  fit. 
pay  or  oli-.cr  U-nT.r.  i>t  rMir.p'.'a^'itluii.  fir.tl 
selection  for  tr.i.!:'.I:'.;r  or  fir'p:"!'.;l''f.-!i!ii) 
sh:Ul  be  [I'l.'-rrv'--)  \y  '?•■(•  '"•)il"'--\l  jiir!.<- 
dittlon  for  p.  -/rri-xl  of  :;  y,-.'.r;;  fro:u  U.o 
d:itc  of  tl-.o  !!i:.'.I:;,':  of  the  rc-^oi\i  or  U.e 
pcrcOTi.'Kl  p.rtiOM  ir.v  !vc-.!.  "■■.ic  h^■^  cr  c<'- 
curs  l.itor.  In  l!:c  ex  e  of  iir.o;ur.':.ry  tcr- 
Dii:UT.l!cr.  of  an  i"-.;);o:.i'>e.  V.:c  per.  or.r.i^I 
rcrord.-.  of  tlx-  Inciivlvlr,  !  t-r;v.::-.:uo';i  sh.-iJl 
be  kvpt  for  a  pcrio.i  of  l!  yr.T..s  from  tlie 
date  of  tcri'.-ir.nllon.  Wi'.'^re  a.  cli.irri'  of 
dL>;crl:n:.".rti".i  lir-;  b?''-r.  T'.od.  or  nn  ac- 
tion bro-J,.:;t  1  y  the  Alto; ;;ey  Oonornl 
Of;ain.-;t  a  po'.il;.-aI  jin-i  t.'ictton  under  title 
VII.  the  ro-Ti.'i-rr-nt,  i>.-;;'.:',:nl  j.irirriiciion 
ElinJI  prc.'^crvo  a'.i  norso.-.n'^i  rccor>::;  rcle- 
Viint  to  the  (:l:.ir::e  or  action  ;;ntil  fir.nl 
ditro~l*!or.  of  t::f>  rhi.r;'e  or  th?  f.ction. 
The  term  "pcrs."r.:;ol  rfccrU  rcicvrint  to 
the  ch.'rre,"  for  o\''m"!>'.  v.'cuid  irxlucie 
personnt'l  or  employment  records  relat- 
inR  to  the  pcr.-cn  cl.'.:mi!i~  ;.o  be  .■'. rrrir'.'"-d 
and  to  rJl  oVhcr  cmploycc-s  holdliic;  posi- 
tions r!mi!?.r  to  thnt  licid  or  ^'-■'i-"!-it  bv 
tlie  perron  cl  ■.:;r.;n3  to  bo  arsrievcd;  and 
Bppllcat'on  forms  or  tcrt  peners  com- 
pleted by  an  luifisccessful  r.!:r!;ca::t  and 
by  Till  other  cr-ndid-it^-'s  for  ti'.e  sr.tr.e  po.";;- 
tlon  ns  r.-al  for  v.-r-:'~h  the  rcr>;on  clalm- 
In*?  to  be  fi^prieved  apolied  and  was  re- 
jected. Ihe  date  of  I'Mirl  disposition  of 
the  charge  or  ti'.e  action  mcan.s  the  date 
Of  expiration  of  the  stat;;tcry  period 
within  T.  b.ich  ft  pctron  claiming:  to  be 
ecET'SVCu  n'.ay  brir;?;  an  action  in  a  U.S. 
district  coMr;  or,  -R-here  an  ."-ctlon  Is 
brought  nf:ain5l  a  political  jiul.^dlctlon 
either  by  a  perron  clai.-.il;-.?  tn  be  nrr- 
grleved  or  by  the  Attorney  General,  tiie 
date  on  which  such  liilratlon  is  tcnni- 
natcd. 

(b)  "Die  requirements  of  this  section 
shall  not  ajiply  to  application  forms  and 
other  precmploymcnt  records  of  aijpU- 
cants  for  positions  known  to  applicants 
to  be  of  a  temporary  or  seasonal  nature. 

JJoTE. — The  rcporllnf;  (ind  or  rcc<irdkcep- 
Ing  requirements  contnincd  herein  hrwc  bc<'n 
ftpproTed  hy  the  OiTiee  of  MiMnpoinent  and 
Budget  In  accordance  v.lth  the  I^dernl  Re- 
ports Act  of  1942. 


Subpart  J — State  and  Local  Government 
Information  Report 


Bcc. 
1602 


2  Requirement  for  nUnp;  and  preserv- 
ing- ropy  cf  r'  p  Tt. 

1602  33  Pcii:.::y  iL'.-  ::;:.;-:l:!^  (■:  wliifviUy  fal.';e 
st.ite::!',  "to  o;.  rt-p'rt. 

1002,34  Comnilr-;!  n's  rein'^dv  for  polltic.il 
Jurlr.dlclinn'.'i  fi-.UVirc  to  (Ue  rep<->rt. 

1C02.35  PoIltl<^vl  Jurl'^dictlou'.'*  e:tcniptlon 
tm:!\  report'.!.::  rccniircmcnta. 

1C03.3C     Sch'X>i3  ciemption. 

1602.37     Additional   repor'Jng  requirement';. 

AurnonrrT— Sec.  700(c1.  78  S^nt.  rC5.  42 
TJ£.C.  20'.uC-n(c);  VOCi.i  ICC". 

Subpart  J — St-:te  nnd   Loc-'l  Government 
Intorination  Report 

1C02.32       lii  ([iiiriiiiciil  frr  filing-  Jiml  prr- 
Hfr\  in^  <  t'pT  «»f  rt  juTl. 

(a)  On  or  before  July  .".0.  l?7i  and  an- 
nually thcrcaft'T,  certain  i>olltl:-al  Juris- 
dictions subject  to  title  VII  of  the  Civil 
Rlrrht.-;  Act  of  ir";4.  r-s  atn.-nded.  fJiall 
file  with  the  Cominl. .  ion  or  Its  deU  ciite 


p\reu('-.l  c-'Plc;-;  cf  'T'.l'p  n!;d  I/O.  'il  C'''v- 
crnmcr.t  Inf.'irmriilon  U<T"rt  VI-X>-4"  In 
ccnforml'y  v'l:.'^  the  dtrocMor.:;  .«'.'t  forth 
Iri  tb.*^  form  v~'\'.*  f^'^''-  :  '.'•*v.''i"'^,  l2'."tr'-:c- 
tt-ins.  Tb.e  i.'olltieal  J;!r'.oc:.ct.l ms  covered 
by  tills  rr nil.iti- r.  arc  <I)  tl.jsc  whl.-h 
h.-.ve  1C1  or  ip-.rc  rr-.V'lcv.-.p-;.  [..nd  (2'> 
those  o'b.cr  pohtieal  J'.r.i.'-dl.-tions  v.hieh 
have  13  or  tnoie  '.•n-vlivr-es  from  v'.:rm 
the  Co:jinii:sien  rei.-Me't.-;  t'r.c  Ii;:i;n  of 
ro'oius.  K.ery  .sucii  pc'.iiical  jurisdiction 
shall  rot  I  in  nt  all  ti!:-".--:;  a  rrp:'  cf  Uie 
most  reecmly  Jll--d  L'lO— 1  at  uie  cer:tral 
of^ee  of  the  pchtical  juri.'diciiuii  for  a 
period  of  3  years  ati'l  .'hali  mal-ie  the 
same  available  If  rcoue;t'd  by  an  tilVicer, 
nrent.  or  empio.'T?  of  the  CN'mmi-.:  ion 
under  tb.o  au'i-.ority  of  section  710  of  title 
VII.  r-=  ar.T:-r.d:,-i. 

(bi  y^:  calcndn-T  year  1j73,  the  re- 
o.ulrem.'^nt.'^  of  pn-r-.-'r.:-:!  <a)  of  tins  sec- 
tion shall  be  carried  out  oa  or  before 
OetxsberSl.  197;i. 

1602.33  rriinliv  for  ni.-.Uhis  of  x^illfully 
fnlso  slatcruciits  *ni  rt'porl. 

The  making  of  willfully  fal"^  state- 
ment-s  on  reiwrt  ::eo— 1-,  is  a  v,'':-':>.tion  of 
the  United  Sialcr.  Code,  title  li',  stttirn 
1001,  and  Is  pu:u-hr-.:  ii  bv  fire  or  Lmprii- 
onment  as  set  ionh  uierein. 

160C..31  CoT.inii<s'o!rs  retiic'ly  for  polit- 
iciil  jiiriMlicliou's  faihirc  -  lo  file 
report. 

Any  political  jiu'isdlction  fail'^iij  or  re- 
f  usinc  to  file  re:  r>rt  EIIO-4  when  rerut'cd 
to  do  fo  ma-7  be  compelled  to  Tile  by 
order  of  a  U.S.  di'-trlet  court,  upon  r.npU- 
c.ition  of  the  Ationiey  C.enciai. 

I(r02.3."  Politirnl  jiirjsrlicl^rn'fi  r-;enip- 
lioi-  from  rrporlin(;  rcqiiircnin  I^;. 

If  It  Is  claimed  the  preparation  or  f.llnp 
of  the  rei'ort  would  create  ur.cuo  hard- 
ship, the  political  Jurisdiction  may  apply 
to  the  Commission  for  an  exemption 
from  the  requirements  set  forth  lii  this 
part  by  submlttinr:  to  the  Com.mi.  'ion  or 
Us  delerrute  a  specific  pro;josal  for  an 
alternative  reportinp  system  prior  lo  the 
date  on  which  the  report  Is  due. 

1602.36  Scliool'*  rxcRiplion. 

The  recordkeeping  and  rcport-fillnc: 
requirements  of  subpart  I  and  J  shall 
not  apply  to  State  or  local  r;lucational 
Inrtit'.itions  or  to  schr-^'.  'J.',  ri^ts  or 
school  sy.  teuL-i  cr  iir.y  t',1  i  ecJc'ional 
fur.rtion.s.  'i  lie  j-rc  Joi;.";  se^  '.-.  r.ce  of  t'lis 
section  rb.all  n-,1  i.ti,  '-j  b:  J'jilrdiction 
which  oihcrv.i.ie  wot  '•-'  attach  under 
§  1C02.30. 

1602.37  Addiliuiial  rcporlin;:  rrqiiirr- 
nn'iils. 

The  Colr.ml.•■..^ion  re?':>rT  ':  the  ilrl.t  to 
require  reports,  otlier  ttian  I  hat  de.'^itr- 
nated  as  t;:e  "State  and  I.cc:;!  Crov- rn- 
ment  InfLirr.iation  lie;  .')ri  KLO— i,"  about 
the  f  :i'.i.loy:::e!it  pra.ilircs  cf  liidividii.d 
p.'lit.e.a  juriMiletioii-s  or  ftro'.^p  of  pj- 
lit!...l  jtiri.i.;lct.iw:is  win  never,  m  It ;, 
Judtmcnt,  sineial  or  sui-vienicnlal  rc- 
poils  arc  iieccs.s.iry  to  ace:ir,-.i)ii -h  the 
puri)o.'es  of  lltic  VII.  Any  sy.-.tem  for  the 
re(iui;cmetit  of  .such  report,,  will  be 
Cbtablib.ed  in  accordaiiee  with  the  pro- 


cedures referred  to  In  .■■r(1ir.n  7nn.ri  i'. 
title  V7.I  and  a.s  olln'rwl.^c  prccnl.cd  bv 
biw. 

Sut;part  K  —  Reror(fs  Hiyri  lo-iu'i'-^  a<.  to  VtACf. 
Coltirf  fJdt'Oiut  t'"i.ii,  or  i*f« 
fV-c. 
1!V)22!3     Apptlrabl'.lty  r^r  Ftr,t.-  rr   lr-:al   lax 

Amii^iirTY — Sec,  7.'   ■l■^,  7n  .'^u^t.  2CS.  4J 

t'.ii c. :;^?c-b;c);  :j  O;  ;;  :c,2  ?.. 

Subpart   K — Records   end    Iri.'.uirics   .t;   to 
rtDce,  Color,   t^ational  Orrf;in,  or  Sex 

K.02.".T       .\ppb<.ili;lilv    „f    Sl..!i-    or    I.M-.il 
I:n.. 

The  requirements  iir.iioscd  by  the 
r.kr.ial  Empl;:.  ment  Oppi'Sl  unity  'Cem- 
mis.'-ion  In  tlip.'-c  repiil.-.tions,  subpart.^ 
I  and  J,  super; ede  any  piovi.;io:i5  of 
State  or  local  law  which  iiiav  conibct 
with  them. 

Siiined  at  V.'asliin.Tton,  DC,  tliis  7th 
day  of  May  1973. 

WrLLiAM  H.  BnowN  III. 

C/iC!r;;;c:i. 
(FR  DOC.73-S520  FUed  5-11-7:. 8:4D  air.) 


CHAPTCR  XVII — OCCUPATION  At  SAFETY 
A.ND  H^'.I.T1I  AD-.'iriSTRATIOrj,  DE- 
FA  IIT;,!^  NT  CF  ty.curt 

PAr.r  i?o:>— 3TATE  pla.ns  for  the:  de- 

VcLO.r'I,;ENT  AND  ENFOHCE.MENT  OF 
STATE  STANDARDS 

Opportunity  for  f.!odificatlons  and 
Clarifications 

Pur.-usnt  to  rcctl>,ns  IS  and  S''?'' 
of  tlie  V/iIliairLs-Steicrer  Occupational 
Safety  end  Health  Act  of  1570  (29  U.S.C. 
6G'..  ^57).  part  ].'5C2  of  title  29.  Code  of 
Federal  rternilations,  ts  hereby  amended 
by  addinrr  thereto  a  now  §  1902.! 2.  I'lie 
new  section,  dealinct  with  mctlificatior.s 
and  clarifications  to  State  occupation.-'l 
safety  and  health  plans,  based  on  public 
commenbs  addrcs.=^;d  to  the  plan  a^  sub- 
mitted under  §  1902.11  or  §  1902.13,  codi- 
fies a  practice  that  ha.s  developed  re- 
eardlHt;  some  plan.s  prc^.ntly  approved 
by  the  Assistant  Secretary  for  Occdpa- 
tional  Safety  and  Health.  As  indicated  i". 
the  notices  of  approval  of  tb.cse  pian- 
States  have  i_  i.TU'^od  modifications  and 
clanficatlons  and  added  asMinmces  tc 
their  plans  relating  to  l.isues  rat'^ed  in 
public  commr'nts,  wliich  have  ,satisfar- 
fori"  ■  iT'-'-Iveil  thc^e  l-":iies.  (.See  29  CT" 
•  t.  It  j-.  37  FR  259';9,  28C28:  38  FR  IT 
L121.  2-;j3.  and  SOU.) 

TJio  ncv,-  §  1302. IJ  ic.ad.s  .ta  follows: 

.■;   1902.12      Oirpt.rtlinilv  for  luoi!iflr.,ti,.n> 
and  t  I.irilii'.ilions. 

The  Assistant  Secrelar;,-  may  afford 
tho  State  an  oppn'-t\ini;y  to  modify  or 
clarify  I's  r!  m  oa  tlic  b.i.'  i'.  of  ai^v  c  nn'.- 
m"nts  received  urrlr^r  5  19'i2.11  or 
5  lPf2  13.  b'fore  cn:nrii'-;.ei!-..T  a  v.trcr<i- 
inK  to  rejr^t  tlie  plan.  In  Ihi^  conn'-r  ti>r.. 
lS''e  t'tat'^  may  Int'): ;::  .liy  <!;  ■.•".■.■•.  a::v 
1  ::e::  i-.i'.  .  d  bv  such  c  aim'i.l  ".  v  ith  (be 
r'aif  ff  Uie  Oilir-"  <i  I'etiev.;!  anrj  ."-t.ite 
Operations.  The  Aj.si-t.unt  Sei  :M:iry  ni.iy 
afford  an  additional  opportunity  for  imb- 
lic  comment,  particularly  v.hr^r.  --ir  ii  .an 
('.oi>crtunily  would  not  undul;.  dil.iy  fin..'. 
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February  1,  1973 

MEMOr<ANDUM 

TO:         Boston  Rcdcvolopmcn t  Authority  Staff 
FROM:       Affirmative  Action  Advisory  Council 
SUBJECT:    GRIEVANCE  FORMS  AND  PROCEDURE 

The  Affimativc  Action  Advisory  Council,  approved  by  the  Director 
and  the  Authority  Board  on  November  2,- 1972,  has  prepared  a 
Grievance  Form  for  BRA  employees. 

A  copy  of  this  form  is  attached  for  your  information.   This  form 
may  be  obtained  from  any  member  of  the  Council. 

The  procedure  works  as  follows: 

1.  File  the  form  with  any  member-  of  the  Affirmative  Action 
Advisory  Council  and  it  will  be  forwarded  immediately  to 
the  Director  of  Personnel,  or  you  may  file  directly  with 
the  Director  of  Personnel. 

2.  The  Director  of  Personnel  has  seven  working  days  to  resolve 
the  situation,  working  with  your  supervisor  and  department 
head,  if  relevant.   If  your  supervisor  requests  a  copy  of 
this  form  after  you  have  completed  it,  it  will  be  given  to 
him  or  her  in  conference  with  the  Director  of  Personnel. 

3.  If  the  situation  is  not  resolved  to  your  satisfaction  after 
seven  working  days,  the  situation  will  be  brought  before 
the  BK/i  Grievance  Council  for  consideration.   The  Council 
consists  of  all  members  of  the  Affirmative  Action  Advisory 
Council  and  a  representative  of  the  Director  and  General 
Council. 

Council  members  are: 

Charles  Adams,  Property  Management,  South  End  267-8425 

William  Baker,  Cormunity  Development  X210 

Ruth  Akinbami,  Family  Relocation,  Campus  High  427-2430 

John  HcMorrow,  Personnel  X34  5 

Ralph  Mcniolo,  Public  Relations  X212 

Marcia  Myers,  Planning  X306 

Roy  Neblett,  Contract  Compliance  X347 

Robert  VJalsh,  Chairman,  Comj-unity  Development  X221 

Ann  V.'olpert,  Vice  Chairman,  Library  X332 

Catherine  Carroll,  Research  X371 

Mary  Swett,  Project  Administration,  Charlc-stown  241-9500 

John  I.ydon,  Property  Management,  South  End  267-8425 

Claire  Sulfaro,  Engineering  X333 

4.  The  Grievance  Council  has  the  authority  to  make 
specific  recom.mendations  and  requests  for  action 
to  the  Director. 

5.  In  no  event  shall  the  procedure  take  more  than 
30  day.'i. 

6.  If  the  Grievance  Council  makes  a  finding  or  proposes 
a  remedy  wliich  is  unacceptable  to  you,  you  may  appeal 
to  the  Authority  P.oard. 

7.  This  procedure  is  in  no  way  intended  to  prevent  you 
from  seeking  other  available  legal  remedies. 

If  after  filing  this  rc(iuc>;t  you  fe(;l  you  are  the  victim  of 
any  form  of  rei)risal,  h.urassmcnt ,  or  retribution,  please 
notify  any  memlxT  ot  the  Council  at  once. 


BOSTON    REDEVELOPMENT   AUTHORITY 
EMPLOYEE    REQUEST   FOR   PERSONNEL   ACTION 

DATE  POSITION   CLASSIF. 

NAME  GRADE   and   STEP 

DEPARTMENT  SALARY 

LOCATION  IMMEDIATE   SUPV. 


1.       What   is   the   nature   of   the  sitLation   requiring  action? 

DWorking   Conditions  DAction   of   Supervisor  or   Dept.    Head 

□  Discrimination  DOther 


Please  briefly  describe  the  situation. (Use  reverse  side  of  sheet  if  necessary) 


Is  this  the  first  such  incident? More  than  one  incident? Many  incidents? 

Please  give  details  and  dates  if  possible. 


3.       If  you  believe  the  situation  involves  discrimination,  what  kind  of  discrimination  is  it? 
□  Race      DReligion         QSex        QAge        QNational   Origin  QOther 


4.       Are  there  any   other   people   who   know  of  this  situation   who  would   provide 
information?   Please   list   names  and,   if   possible,   how  they  are   involved. 


5.      To  your   knowledge,  does  this  situation  violate  written  or  stated  personnel 
policy?  □Yes        DNo         QDon't   Know 

If  yes,   please  give  details. 


6.       To   your   knowledge,   does   this   situation   violate   Federal   regulations  or 
any   other   legal   conditions?  QYes        □No  □Don't   Know 

If   yes,   picdse   give   details. 


7.       Can   you   identify   any   individuals  who  could   or   should   assist   in   resolving 
this  situation?    For   example, 
Department   Head? 
Supervisor? 
Personnel  Office? 
Oth3r(s)? 


8.      What  action  do  you  think  could  be  taken  to  remedy  or  resolve  the  situation? 


Do  you   have  any  additional   information  about  the  situation?   For  example, 
memos,  conversations,   letters,  etc. 


10.     Do  you  have  any  additional  comments,  either  general  or  specific? 


If  additional  space  is  needed,  attach  sheet. 


TO   Affirmative  Action  Advisory  Council 

FROM   Roy  E.  Neblett  ,  Contract  Compliance  and  EEO  Officer 

DATE   May  18,  1973 

SUBJECT   AFFIRMATIVE  ACTIOJJ  COUNCIL  REPORT/ 
MINORITY  AND  WOMEN  EMPLOYEES 


At  the  April  25,  1973  Affirmative  Action  Advisory 
Council  meeting,  the  members  present  requested  that 
I  prepare  a  comparable  study  of  the  progress  made 
in  our  attempt  to  reach  the  goals  set  for  June,  1973 
for  the  upgrading  of  women  and  minorities. 

The  attached  tables  ,  will  exhibit  the  progress 
attained  prior  to,  and  during  the  Affirmative  Action 
Advisory  Council  existence. 

Table  1  M  -  Minority  grade  distribution  June 
30,  1971  and  May,  1972 

Table  1  V7  -  Women  grade  distribution  June  30, 
1971  and  May,  1972 

Above  tables  is  prior  to  inception  of  A.A.A.C. 

Table  2  M  -  Minority  grade  distribution 

December,  1972 

Table  2  W  -  Women  grade  distribution  December,  1972 

Above  tables  is  one  month  after  inception  of  A.A.A.C. 

Table  3  M  -  Minority  grade  distribution  May,  1973 
Table  3  W  -  V/omen  grade  distribution  May,  1973 

Above  tables  indicate  our  progress  to  date. 

Table  4  M  -  Distribiition  of  minorities  employees 

by  sex  £  grade  January,  1973 

Table  5  M  -  Distribution  of  minorities  employees 

by  sex  £  grade  May,  1973 

Table  U  V;  -  Distribution  of  sexes  by  grade  January,  1S7 

Table  5  W  r-  Distribution  of  sexes  by  grade  May,  1973 

Table  6  Summary  of  Progress  by  Grade  Groups  and 
Percentages  for  a  24  month  period. 


-  2  - 


After  Gxaming  the  Attached  Tables  you  will  notice 
that  we  have  not  entirely  met  the  goals  set  for 
June,  1973. 

The  major  reason  for  falling  short  of  the  goals  is 
the  austerity  posture  the  Redevelopment  Authority 
had  to  assume  during  tfiis  period,  resulting  in  a 
lack  of  available  funds  for  recruitment  and  additional 
hiring. 

The  prime  criteria  used  in  evaluating  an  organization 
in  its  attempt  to  achieve  its  goals  and  timetable 
for  upgrading  and  recruiting  of  minorities  and  females, 
is  a  good  faith  effort. 

The  U.  S.  Dept.  of  Labor  states  no  organization  shall 
be  found  to  be  in  non-compliance  soley  on  account  of 
its  failure  to  meet  its  goals  within  its  timetable, 
but  such  organization  shall  be  given  the  opportunity 
to  demonstrate  that  it  has  instituted  specific 
affirmative  steps  and  has  made  every  good  faith 
effort  to  work  toward  the  attained  of  its  goals  within 
its  timetables. 

The  attached  tables  exhibits  an  affirmative  and 
conscientious  effort  to  achieve  the  goals  set  by  this 
council.   Although  we  have  not  met  our  goals,  the 
achievement  made  in  upgrading  women  and  minorities  is 
very  significent  and  worthwhile,  the  council  members 
can  be  proud  of  the  effort  and  the  achievement  of  its 
first  6  months  in  action. 


Table  1  M 


Minority  Group  Distribution 
June  30,  1971 


Total 

Employees  Grade  ^  ^  8     Grade  9-12  Grade  13  S  Above 

3UU  127             145                   72 

Current  Minority 

Employment  -  46  27               16                     3 

13.4%  21.3            11.0                  4.2 


May  1,  1972 


Total 

Employees  Grade  4-8  Grade  9-12  Grade  13  S  Above 

357  103  159                   95 

Current  Minority 

Employment  -  44  21  19                     4 

12.3%  20.4  11.9                    4.2 


Table  2  M 


December  1972 
Present  Position 
MINORITY  GROUP  DISTRIBUTION  ACHIEVEMENT 
Goals  and  Timetable 


Total 
Employees 

391 


Grade  4-8 


92 


Grade  9-12 


172 


Grade  13  S  Above 


127 


Current  Minority 
Employment  -  41 
10.  5% 


15 
16.36% 


16 
9.3% 


10 

7.8% 


Long-Range  Goal 
16  -  22% 


Time  Table 


15-16% 
June,  1973 


16-20% 
June  1974 


15  -    16 

16  -  19 


26  -  28 


28  -  35 


17  -  18 


18  -  22 


20  -  22% 
June  1975 


Table  3  M 


May  1973 
Present  Position 
Minority  Group  Distribution  Achievement 
Goals  and  Timetable 


Total 

Employees  Grade  U  -  8      Grade  9-12       Grade  13  S  Above 

383  76  167  140 

Current  Minority 

Employment  -  45  9  21  16 

12.0%  11.8%  12.6%-  11.4% 

Long-Range  Goal 


16  -  22% 

Time  Table 

June  1973 

15-16%  11-12  25    -    27  21   -    22 

June  1974 

16-20%  12  -  15  27  -  33  22  -  28 

June  1975 
20-22% 


1 

Tnble    H    H 

. 

Jan.    19  7  3 

DISTICUTION 

OF  MINORITY 

EMPLOYEES  BY  SEX  A^n  TRADE 

. 

■ 

■     Total   Eir.ployees           Percentag 

GRADE                          "Salary  Ranne 

FcmaTe 

Male 

in  Grr.de                      Minorit 

4                                5,011-7,383 

1 

0 

1                                   100 

5                                5,400-7,580 

3 

0 

n                       27 

6                               5.900-8,718 

•1 

0 

9                                  11 

7                                6.500-9,603    ■ 

2 

3 

33                                  15 

8                              7,200-10,640 

8 

1 

42                                  21 

9                               8,000-11,820 

6 

3 

52                                  17 

10                               8.900-13,149 

1 

3 

45                                  09 

11                               9,900-14,628 

0 

3 

31                                  09 

12                              11,000-16,253 

0 

2 

46                                  05 

13                              12,200-18,027 

1 

4 

30                                  17 

14                              13,500-19,945 

l' 

2 

38                                  08 

15                              14,900-22,013 

0 

1 

29                                  04 

16                              16,400-24,231 

0 

1 

13       •.                          08" 

Above  Grade 

0 

0 

24 

Salaried  Staff  Totals 

24 

23 

404                          n.6% 

Ma  int.   Men 
1 

0 

0 

14 

Part  Time 

2 

1 

11 

Co-Op 

1 

0 

.      20 

Bldo.    Serv.    Empl . 

0 

10 

20 

Female 

Male 

TOT                                %  Min. 

Total s 

27 

34 

469                                 13% 

rade 

DISTRIBUTION  OF  MINORITY 

EMPLOYEES  BY 

SEX 

AND  GRADE 

Table  B 
May,  19  7 

■  • 

Salary  Range  ' 

Female 

• 

Male 

• 

Total  Employees 
InGrade 

Percentage 
Minority 

4 

5,011-7,388 

1 

.   0 

1 

100 

5 

5,400-7,980 

3 

0 

10 

30 

6 

5,900-8,718 

2 

0 

10 

20 

7 

6,500-9,603 

1- 

1 

29 

07 

8 

7.200-10.640 

1 

0 

26 

04 

9 

8.000-11,820 

9 

5 

56 

25 

10 

8,900-13,149 

4 

1 

48 

10 

n 

9,900-14,628 

1 

0 

27 

04 

12 

11,000-16,253 

0 

1 

35 

03 

13 

12,200-18,027 

1. 

7 

'  40 

20 

4 

13,500-19,945 

2 

4 

35 

17 

5 

14,900-22,013 

0 

■  1 

"  28 

04 

6 

16,400-24,231 

0 

1 

12 

09 

)Ove  Grade 

„_ 

0 

0 

26 

— 

ilaried  Staff  Totals 


iint.  Men 
irt  Time 
)-0p 
Idg.Serv.Empl 


25 


21 


0 
2 
0 
1 


0 
0 

1 

8 


)tals 


Female 
28 


Male 


30 


383 


13 

6 

10 

21 


Tot 


433 


12% 


33 
10 

43 


%  Minority 
14.4 


Women  -  Distribution 
June  30,  1971 


Table  1  W 


Total 

Employees 

344 


Grade  4-8 


127 


Grade  9-12     Grade  13  £  Above 


145 


72 


Current   V/omen 
Employment    -    131 
38.1% 


103 
78.6 


27 
20.6 


3 

2.3 


May  1,  1972 


Total 
Employees 

351 


Grade  4-8 


103 


Grade  9-12     Grade  13  &  Above 


159 


89 


Current  Women 


Employed  - 
37.3% 

-  131 

83 

80.6 

42 
26.4 


6 
6.7 


4  0  -  6  0% 
June  1975 


Table  2  W 


December  1972 
Present  Position 
Women  -  Distribution  Achievement 
Goals  and  Timetables 


Total 
Employees 

391 


Grade  4-8 


92 


Grade  9-12 


172 


Grade  13  5  Above 


127 


Current  Women 


Employment 

143 

72 

36.6% 

78.3 

Long-Range  Goal 

4  0  -  6  0% 


58 
33.7 


13 
10.2 


Time  Table 
4  0  -  4  5% 
June  1973 


39  -  44 


70  -  79 


45  -  50 


45  -  50% 
June  1974 


44  -  48 


79  -  88 


50  -  66 


Table  3  W 


May  1973 

Present  Position 

Women  -  Distribution  Achievement 

Goals  and  Timetables 


Total 
Employees 

383 


Grade  4  - 


76 


Grade  9-12 


167 


Grade  13  S  Above 


140 


Current  Women 


Employment 

146 

60 

3  8.1% 

78.9 

Long-Range  Goal 

4  0  -  6  0% 


64 

38.3 


22 

15.7 


Time  Table 
June  1973 
40  -  45% 


30  -  34 


67  -  75 


56  -  63 


June  1974 
45  -  50% 


34  -  38 


75  -  83 


63  -  70 


June  1975 
40  -  60% 


DISTRirUTION  OF  SCXES  BY  GRADE 


Table   4    V) 
Jan.    1973 


Fcrrale 


Male 


GR.'IDE 

Salary 

Number       Percent 

rjumt 

)er       Percent 

tot;l 

4 

5,011-7,388 

1       - 

100 

0 

- 

1 

5 

5,400-7,980 

10       - 

91 

1 

09 

n 

6 

5,900-8,718 

9       - 

100 

0 

- 

9 

7 

6,500-9,603 

25      - 

79 

8 

21 

33 

8 

7.200-10,640 

31       - 

71 

11 

-         29 

42 

9 

8,000-11  ,820 

30       - 

58 

22 

-       42 

52 

10 

8,900-13,149 

16       - 

36 

■     29 

-       64 

45 

n 

9,900-14,628 

4       - 

13 

27 

-    '87 

31 

12 

11,000-16,253 

n  .  - 

24 

35 

-      76 

46 

13 

12,200-18,027 

5      - 

17 

25 

-      83 

30 

14 

13,500-19,945 

6      - 

.16 

32 

-      84 

38 

15 

14,900-22,013 

2      - 

07 

27 

-       93 

29 

16 

16,400-24,231 

2    •  - 

15 

11 

■-      85 

13 

Above 

Grade 

__ 

0       - 

« 

24 

-     100 

24 

Salari 
Total 

ed 
s 

152  /  37.6 

252  / 

62.4 

404 

Maint 

0       - 

M 

14 

-     100 

14 

Part  Time 

6       - 

55 

5 

-     45 

11 

Co-Op 

10      - 

50 

10 

-     50 

20 

Bldq  Sc 

TV 

3       - 

15 

17 

-     85 

20 

Female 
Nr.   % 

Male 
Nr.   % 

Totals 

171   /  36. 

,5 

298/  63.5 

469 

DISTRIBUTION  OF 

SEXES  BY 

GRADE 

Table    5   W 
M4y,    1973 

'rade 

Salary 

Fcnnle 

Number       Percent 

Numbe 

Hale 

r       Percent 

Grade 
Total 

• 

4 

5.011-7,388 

1 

- 

100 

0 

- 

1 

5 

5.400-7,980 

9 

- 

90 

1 

-         10 

10 

6 

5.900-8,718 

10 

- 

100 

0 

- 

10 

7 

6.500-9,603 

21 

- 

72 

8 

28 

29 

8 

7,200-10,640 

19 

- 

73 

7 

27 

26 

9 

8.000-11,820 

35 

- 

61 

22 

39 

57 

10 

8.900-13,149 

20 

- 

42 

28 

58 

48 

n 

9.900-14,628 

4 

- 

15 

23 

85 

27 

12 

11,000-16,253 

5 

- 

14 

30 

86 

35 

13 

12,200-18,027 

n 

-  - 

28 

29 

72 

40 

14 

13,500-19,945 

4 

- 

12 

30 

88 

34 

15 

14,900-22,013 

5 

- 

18 

23 

82 

28 

16. 

16,400-24,231 

1 

- 

9 

11 

91 

12 

bove  Grade 

— 

1 

- 

4 

25 

96 

26 

alaried  Total 

s 

146  / 

38. 

1 

.    237/ 

61.9 

383 

aint 

0 

- 

- 

13 

-       100 

13 

art  Time 

5 

- 

83 

1 

17 

6 

o-Op' 

3 

- 

30 

7 

70 

10 

Idg  Serv 

3 

- 

14 

18 

86 

21 

Female 
Ur.   % 

Male 
Nr.   % 

otals 

157/ 

36.2 

276/ 

63.8 

433 
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Date:   May  14,  1973 


JOB  VACANCY  POSTING 


Position  Ooen: 


Secretary/Clerical 


Department:  Director's  Office  -  Contract  Compliance  and  Equal 

Employment  Opportunity  Section 

Grade:  5 

Salary:  $5,900  -  $8,718 

Head  of  Department     Roy  Neblett 

or  Supervisor:        Contract  Compliance  and  Equal  Employment  Opportunity 

Officer 

General :  Responsible  to  Contract  Compliance  and  Equal  Employment 

Opportunity  Officer  for  general  secretarial,  clerical, 

administrative  clerk  work  in  connection  with  contract 
compliance  and  equal  opportunity. 

Job  Description  or  Duties:      General  secretarial  and  clerical  assignments: 

1.  Typing  --  letters,  memos,  contracts,  minutes 
of  internal  and  external  meetings. 

2.  Filing 

3.  Record  Keeping 

4.  Answering  telephone  and  taking  messages. 

Shorthand  helpful  but  not  necessary 


Affirmative  Action  and  Equal  Employment  Opportunity  Employer 


k'    REDCX'CLOPMCN'T    AUTliOPJTY   Cilj- tijll /room  0:0.  1  C.Jy  m'j!!  Squjrc  /  Dosron,  MjssjcliuiClIs  0::01  /Tilrpl.onc  (M7)  ?::  4; 


May  8,  1973 

Mr.  Donald  R.  Cordell 

Co-Op  Coordinator 

Dcpartrr.ent  of  Cooperative  Education 

Korthcastern  University 

Boston,  Massachusetts,  02115 

Dear  Mr.  Cordell : 

Re:  Affirr.ative  Action  and  Equal  Opportunity 

Attached  is  a  copy  of  the  Authority's  Affir.v.ative  Action  Program  which 
demonstrates  the  positive  steps  taken  by  the  Authority  to  assure 
affirr.ative  action,  equal  opportunity,  and  active  co.iipliance  with 
present  statutes  and  equal  opportunity  guidelines. 

Please  note  the  Co-Op  section  which  requires  that  we  achieve  a  balance 
of  at  least  50-"  female  employees  in  the  Authority's  Co-Op  work  program. 
A  special  effort  must  be  made  to  also  include  minorities  in  the  program. 
Your  cooperation  and  compliance  is  required  in  future  Co-Op  hirings  so 
that  our.  program  will  comply  with  regulations  and  may  be  kept  operative. 

.  In  the  first  quarter  of  1973,  the  Authority  Co-Op  program  had  20 
employees,  10  male  -  10  female,  a  50ri  split.  However,  in  the  second 
quarter,  the  program  has  10  employees,  7  male  (one  minority)  and  3  female, 
a  75%  split  which  is  not  acceptable  under  our  current  policy.- 

•  *        •  * 

The  program  for  the  third  quarter  is  presently  expected  to  consist  of  10 
co-ops:  4  in  Staff  Services;  4  in  Urban  Design;  1  in  Transportation 
Planning;  and  1  in  Planning.  To  achieve  the  50/50  balance  in  the  program 
It  is  essential  that  the  following  allocation  of  positions  by  sex  be 
•accomplished:  4  Staff  Services  -  2  male,  2  female;  4  Urban  Design  -  2  male- 
2* female;  1  Transportation  -  female  or  minority  if  possible;  and  1  Planning 
female.  V/ith  this  advance  notice  it  siicu'Id  be  reasonably  easy  to  fill 
positions  with  established  quotas.  Realizing  Cincinnati  has  a  problem  with 
providing  female  architectural  students,  if  only  1  female  can  be  provided 
we  may  have  to  reduce  the  program  4  to  2  to  achieve  necessary  parity. 

Please  call  or  correspond  with  Miss  Shea,  Special  Personnel  Programs  and 
Training  .Assistant,  i  f.  you  have  any  questions. 

f'  /  /  "f       ^ 

^  ohn  P.   McMorrow 

bi rector  of  Personnel 


JPMims 


Boston  RedGYGlopmcnt  Authority 


Robert  T.  Kcnncy  /  Director 


CilyH:iM 

Room  DOO.  1  Cily  Hnll  Hciunio 
Boston.  McTsnnchuGcltr,  02201 
Telephone  (617)  722-4300 


Decer.ber  6,  1973 

HEKORAIt'DL'M 

TO:  The  Boston  Redeveloprr.ent  Authority  Staff 

FROM:  .  Robert  T.  Kenney,  Director 

SUBJECT:  Distribution  of  Personnel  Policy 


The  new  Personnel  Policy,  approved  recently  by  the  Authority, 
supersedes  the  policy  of  1957  and  all  arr.endr^.ents  thereto. 
All  provisions  are  effective  ir-ediately.  As  an  attachment 
to  this  r.err.o,  the  Policy  is  being  distributed  to  all  supervisors 
and  senior  executives. 

Employees  should  read  the  Policy  as  soon  as  possible  to  be  aware 
of  responsibilities,  rights,  and  benefits.   It  covers,  with 
minor  changes,  r^ost  existing  conditions  and  policies  expected  to 
remain  in  effect  for  the  foreseeable  future. 

The  Employee  Handbook,  for  all  er.ployees,  containing  pertinent 
features  of  the  Policy  plus  administrative  procedures  of 
interest  to  employees  utilized  to  implement  personnel  policy 
will  be  prepared  and  distributed  by  the  Director  of  Personnel 
within  a  m.onth. 

The  Personnel  Departm.ent  has  a  supply  of  copies  of  the  Policy 
available  for  employees,  and  prospective  employees,  and  there 
are  copies  available  for  review  in  the  Library. 

Attachm.ent:  Personnel  Policy  to  All  Supervisors  and  Senior  Executives 


BOSTON    REDEVELOPMENT  AUTHORITY 

PERSONNEL  POLICY 

October   11,   1973 
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BOSTON   REDEVELOPMENT  AUTHORITY 
PERSONNEL   POLICY 


1.       ESTABLISHMENT  OF   PERSONNEL  POLICY 

a.       Effective  October  11,  1973,  this  Personnel  Policy  is  adopted  for  the  Boston  Redevelopment 

Authority   and  supersedes  Document  No.   3,   Personnel   Policy  and   all   amendments  thereto 

adopted   at   the  Authority   Meeting   of   December    11     1957 
Z       ADMINISTRATION   OF   PERSONNEL   POLICY 

a.       The  Director  shall  have  the  overall  primary  responsibility  for  the  administration  of  the  Personnel 
Policy. 

3.  DERIVATION   OF   PERSONNEL   POLICY 

a.       This  Policy   is  derived   from:   previous  Personnel  Policy;  Chapter   12 IB   and   other  applicable 
Massachusetts  General  Laws;  HUD  Renewal  Guide  and  Handbook  plus  other  appropriate  Federal 
Regulations. 

4.  APPLICATION 

a.       All  employees  of  the  Boston  Redevelopment  Authority  are  subject  to  the  provisions  of  the 
Personnel   Policy. 

5.  BASIC  PRINCIPLES 

a.  Merit  System 

The  employment  of  personnel  and  all  actions  affecting  employees  shall  be  based  solely  on 
merit,   ability,  and  justice. 

b.  Nondiscrimination 

There  shall  be  no  discrimination  against  employees  or  applicants  for  employment  on  account 
of  race,  color,  religious  creed,  national  origin,  sex,  age,  ancestry,  or  any  political  or  union 
affiliation. 

c.  Affirmative   Action 

The  Boston  Redevelopment  Authority  iin  the  Affirmative  Action  Program  of  November  1972 
as  amended  Appendix  III,  has  re-affirmed  the  Authority's  Commitment  to  Affirmative  Action 
and   Equal   Opportunity. 

d.  Political    Activity 

All  members,  officers,  and  full  time  employees  of  the  Authority  are  subject  to  the  provisions 
of  Section  12(a)  of  the  Hatch  Act.  The  extensive  prohibitions  concerning  political  activity 
under     Section    12(a)of  the  Hatch  Act  are  contained   in   the   Employee   Handbook. 

e.  Conflict   of   Interest 

Employees  and  former  employees  are  subject  to  the  provisions  of  Chapter  268A  of  the  General 
Laws  as  appearing  in  Chapter  779  of  the  Acts  of  1962.  The  general  provisions  of  the  Conflict 
of  Interest  law  are  contained  in  the  Employees  Handbook.  Employees  shall  not  accept  other 
employment  or  consultant  contracts  which  may  impair  their  independence  or  judgment  in  the 
exercise  of  their   official  duties  and  which  conflict  with   the  fulfillment  of  their  primary 
responsibility   to   the  Authority. 
6.       ORGANIZATION 

a.  Organization  Plan  and  General  Staffing  ' 
All  positions  in  the  Authority  shall  be  established  in  accordance  with  a  graphic  Table  of  ' 
Organization  Chart  and  Organization  Plan  submitted  by  the  Director  and  approved  by  the  , 
Authority.  The  T/0  Chart  shall  be  reviewed  annually  by  the  Director  and  the  Affirmative  Action  j 
Advisory  Council,  and  modifications  or  amendments  to  reflect  significant  changes  in  Authority                                                '' 

.     programs  and  staff  areas  of  responsibility  and  authority  will  be  presented  to  the  Authority  y 

for  approval   and  will   be  added   as  an  amendment  appendix   to  this  document.  - 

b.  Delegation   of   Authority 

Every  employee  shall  be  delegated  the  authority  necessary  to  perform  assigned  duties  in  a 
responsible   manner. 
'.       POSITION   CLASSIFICATION 
a.       Establishment   of   Grades 

All  salaried  positions  shall  be  grouped  in  grades,  each  grade  to  include  those  positions  sufficiently 
alike  to  justify  common   treatment   in   selection   and  compensation.   The  Authority  will   pay 
equivalent  compensation  for  comparable  jobs;  comparability  to  be  determined  by  the  levels 
of  skill,  experience,  and  complexity  of  duties  required  to  perform  the  job  independent  of  any 
other  employee  characteristics. 


til  ot  **  v^  i^  —  *.^  —  --  .  -  -•   - 


b.  Position   Titles 

A  descriptive  title  shall  be  assigned  to  each  position.  This  title  shall  serve  as  the  title  of  each 
position  and   of  the  incumbents  of  each   such   position. 

c.  Class   Specifications 

A  composite  statement  of  the  duties,  responsibilities,  and  entrance  qualification  standards  for 
all  position  classes  (i.e.,  job  families  such  as  Planner  I,  II,  III,  etc.)  shall  be  set  forth  in  writing. 

d.  Classification   Plan 

A  Position  Classification  Plan,  which  lists  existing  position  titles  (vacant  and  occupied),  based 
on  the  above  principles  of  classification  shall  be  maintained  and  up-dated  on  a  quarterly  basis. 
It   is   included   in  this  Policy  as  Appendix    II. 

e.  Position   Description 

The  duties  and  responsibilities  of  every  position  shall  be  set  forth  in  writing  and  approved 
by  the  Director  or  his  or  her  designee  in  accordance  with  the  requirements  of  the  Affirmative 
Action  Program.    Every  employee  shall  be  provided  with  a  copy  of  his  or  her  job  description 
and  shall   have  access  to  all   other  job  descriptions. 

f.  New  Position   Descriptions 

Employees  will  not  be  hired  for  new  positions  or  present  employees  reclassified  or  promoted 
to  new  titles  before  an  appropriate  job  description  is  prepared  by  the  Supervisor  or  Department 
.Head   and   approved   by   the   Director  or  his  or  her  designee. 

When  new  assignments  have  been  given  to  an  employee,  a  new  job  description  will  be  prepared 
within  a  month. 

New  senior  executive  job  descriptions.  Grade    16  and   above,  shall  require  approval   by  the 
Authority  before  they  are  made  effective.  Appendix  III,  Affirmative  Action  Program  provides 
additional  guidelines  and  procedures,  already  approved  by  the  Authority,  that  are  required  to 
revise  job  descriptions  and   the  present  Authority   position  classification   plan  during    1973. 
EMPLOYEE   CATEGORIES 

The  employee  structure  of  the  Authority  must  be  flexible  to  carry  out  the  Boston  Development 
Program  and  City  Planning  and  Research  functions  for  the  City  of  Boston.  The  size  of  the  staff 
will  fluctuate  dependent  on  annual  workload  and  program  demands.  Therefore,  it  is  necessary  to 
categorize  employees  in  different  employment  categories  to  allow  maximum  flexibility  in  hiring, 
layoff,   transfer,   termination,  promotion  and   reclassification  of  staff.   Employees  are  classified   in 
separate  categories  as   listed   below: 

a.  Staff   Employees 

Employees  appointed  by  the  Authority  to  serve  for  an  annual  salary,  compensated  on  a  weekly 
basis,  in  professional  and  sub-professional  positions  for  an  indefinite  time  period  or  three  or 
six-month   temporary   appointments.   Included   in   this  category  are: 

1.  Employees  hired  prior  to  January  25,  1961,  having  the  benefits  of  Section  52,  Chapter 
121 B,   General    Laws  of  the  Commonwealth,   and, 

2.  Development  Program  employees  hired  in  accordance  with  Authority  resolutions  regarding 
reorganization  of   December    12,    1968. 

b.  Maintenance  Men 

Regular  maintenance  employees  appointed  by  the  Authority  to  work  a  40  hour  week,  at  an 
hourly  wage,  for  an  indefinite  time  period,  or  three  or  six-month  temporary  appointments. 

c.  Co-Operative  Work   Students 

Student  employees  appointed   on   a   rotating   basis,  at   an   hourly  wage,  as  an  adjunct  to  the 
salaried  staff  to  occupy  positions  at  the  service,  training,  and  sub-professional  level  which  can 
be  more  efficiently  and  economically  performed  by  co-op  work  students  than  by  hiring  salaried 
staff.   Co-ops  serve  on   temporary   three  or  six-month  appointments,  or  reappointments. 

d.  Part-Time   Employees 

Employees  appointed  to  professional  and  sub-professional  positions  and  authorized  to  work 
a  maximum  number  of  hours  per  week  on  a  one,  three  or  six  month  temporary  appointment, 
at  an  hourly  wage,  to  augment  salaried  staff  and  provide  services  that  are  beyond  the  capability 
of  the  salaried   staff.   These  positions  shall   be   kept   to  a  minimum. 

e.  Building   Service    Employees 

Temporary  employees  hired  by  the  Director  of  Property  Management,  with  concurrence  of 
the  Director,  as  night  cleaners  of  site  offices  and  to  provide  janitorial,  custodial,  cleaning,  and 
other  building  services  in  buildings  acquired  by  the  Authority  for  demolition.  These  employees 
are  hired  only  for  the  time  period  required  to  maintain  services  in  Authority  owned  buildings 
until  demolition,  and  receive  no  benefits,  other  than  those  provided  by  the  previous  owner 
of  the  building  plus  Workmen's  Compensation   Insurance. 
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9.       COMPENSATION 

a.  Position    Comparabilitv 

Authority  positions  shall  be  compensated  at  a  rate  comparable  to  the  compensation  rates  for 
similar  positions  in  other  local  public  agencies  or  private  organizations.  Comparable  evaluations 
shall  be  conducted  annually  by  the  Personnel  Department  with  documentation  retained  on 
file  for   HUD   or   other   federal   agencies  examination   and   audit.   Similarity   of  duties  and 
responsibilities  required  are  to  be  considered  in  conducting  comparability  studies.  If  suitable 
public  organizations  are   not   applicable,   certain  positions  may   be  compared  with  those   in 
organizations   in   the  private  sector. 

b.  Pay   Period 

All  Authority  employees  have  a  weekly  pay  period  from  Sunday  through  Saturday,  with  staff 
employees  normally  working  from  Monday  through  Friday.  Pay  checks  are  issued  weekly  on 
Fridays  to   reimburse  employees  for  the  previous  week  s  employment. 
Before  an  employee  is  included  in  the  weekly  payroll,  a  weekly  Time  Sheet  must  be  submitted 
on  Monday  indicating  hours  worked  during  the  previous  pay  period.  Time  Sheets  must  be 
approved   by   the  employee's  supervisor. 

c.  Salaried   Employees 

Compensation  is  in  accordance  with  the  employee's  grade  and  step  under  the  currently  effective 
Salary  Range  and  Step  Plan,  see  Appendix  I,  according  to  the  terms  of  the  employee's  initial 
Authority  appointment,   as  modified   by  any   salary   increases  approved  subsequent  to   initial 
appointment. 

d.  Maintenance   Men 

Maintenance  Men  are  compensated  at  an  hourly  wage  rate  established  by  the  Authority.  This 
wage  rate  is  subject  to  annual  review  and  is  comparable  to  the  wage  rate  paid  for  comparable 
positions   in   local   public  agencies. 

Maintenance  Men  are  paid  overtime,  at  time  and  a  half-rate,  for  hours  worked  over  the  normal 
40  hours  per  week.  Authorization  for  all  overtime  work  will  be  subject  to  prior  approval  of 
the  Site  Office  Manager  and  Director  of  Property  Management  and  shall  be  kept  to  a  minimum. 

e.  Co-Operative  Work  Students,   Part-Time  and   Building  Service   Employees 

1.  Co-Operative  Work  Students  are  compensated  at  the  hourly  wage  rate  established  in  their 
Authority  appointment  or  reappointment. 

2.  Part-time  Employees,   as  established    in   their  appointment  or   reappointment,  are 
compensated  at  an  hourly  rate,  for  hours  worked  up  to  the  maximum  number  of  hours 
allowed. 

3.  Building  Service  Employees  are  hired  and  compensated  at  the  hourly  wage  normally  paid 
by  their  previous  employer,  if  the  employee  has  been  continually  employed  by  the  owner 
of  the  building  prior  to  hiring  by  the  Authority.  If  it  is  necessary  to  hire  from  the  available 
labor  market  to  fill  building  service  positions,  the  employee  will  be  paid  the  current  hourly 
wage  prevailing  in  the  comparable  category  of  other  Authority  Building  Service  employees. 
Building  Service  Employee  wage  scales  shall  be  reviewed  annually  in  comparison  with  the 
prevailing  public  and  private  building  service  employee  wage  scales  and  changes  in  the 
building  service  employee  wage  scales  will  be  submitted  to  the  Authority  by  the  Director, 
if  appropriate. 

4.  Volunteers  who  apply  to  the  Authority  to  perform  volunteer  work  in  any  Department 

or  Project  shall  not  be  compensated  and  shall  not  commence  volunteer  work  until  approved 
by  the  appropriate  Supervisor,   Director,   and   Authority.   Volunteers,  although   not 
compensated,  are   in   fact   non-paid   Authority   employees  and  covered   by  Workmen  s 
Compensation   for   accidents   occurring   on   Authority   premises. 

5.  Consultants  who  perform  services  for  the  Authority  do  not  receive  any  benefits  and  must 
provide  their  own   insurance  coverage   for  Workmen  s  Compensation. 

f.  Cost  of   Living 

The  Director  shall  annually  in  July  advise  the  Authority  the  percentage  amount  of  the  Boston 
and  Federal  Department  of  Labor  Consumer  Price  Index  increases  since  the  last  Authority 
Salary  Range  and  Step  Plan  Cost  of  Living  Increase  with  recommendation  to  adjust  the  Salaried 
Employees  Salary    Range  and   Step   Plan   and   Maintenance   Employee  wages. 
10.    SELECTION   OF   APPLICANTS   FOR    EMPLOYMENT 
a.       Submission 

All  applicants   for  employment,  with   the  exception   of   Building  Service   Employees  and 
Consultants,  shall  submit  their  application,  with  resume  if  appropriate,  on  the  Authority  standard 
employment  application.  Applications  shall  be  completed  in  full,  signed  by  the  applicant  and 


must  contain   all   relevant   material   required   in   the   application.   Any   false   statements   in   the 
application  may  render  it  void  for  consideration  and  could  be  cause  for  dismissal  if  discovered 
after  employment  by   the  Authority. 

b.       Centralization 

All  applications,  from  all  sources,  are  channeled  to  the  Director  of  Personnel.  Applications 
forwarded   from   Authority   employees  or  Supervisors   should   contain   an   accompanying 
memorandum   to   assist   the   Director   of   Personnel    in   evaluating  applicants. 

C.       Consideration/Affirmative   Action   and   Equal   Opportunity 

Applicants  for  positions,  whether  for  initial  hiring  or  promotion  from  within,  shall  be  considered 

for  promotion  on  the  basis  of  merit  in  accordance  with  the  Authority  s  Affirmative  Action 

Plan. 

New  applicants  will   be  considered   for  vacancies  that  cannot  be  filled   by  existing  staff. 

The  Director  of  Personnel  will  utilize  the  services  of  the  Compliance  and  Equal  Opportunity 

Officer  to   assist    in   recruiting,   screening,  and   placing   minority  and   female  applicants. 

d.  Notification   of   Applicants   Not   Selected 

Applicants  who  are  not  seriously  considered  for  employment  because  their  qualifications  are 
not  appropriate  for  existing  vacancies  shall  be  so  notified  by  the  Director  of  Personnel,  in 
writing,  within  30  days  after  receipt  of  their  application.  Applications  will  be  kept  in  the  active 
file  for  one  year. 

e.  Consideration   of   Prospective    Hirings   and    Interviewees 

Applicants  who  are  seriously  considered  for  employment  will  have  their  application  circulated 
to  appropriate  supervisors  for  review  and  recommendation.  If  there  is  sufficient  interest  to 
justify  a  personal  interview,  the  applicant  will  be  interviewed  by  the  prospective  immediate 
Supervisor,  Department  Head,  and/or  Project  Director,  and  Director  of  Personnel.  Appropriate 
recommendations  will  then  be  made  to  the  Director  for  review  and  decision.  If  favorable,  the 
Director  will   propose  the  applicant's  appointment   to  the  Authority   at  a  regular  meeting. 

f.  Certification   of   Prospective    Hirees   Qualifications 

Before  an  applicant's  status  reaches  the  active  stage  and  prior  to  recommendation  to  the  Director, 
the  Director  of  Personnel  shall  perform  all  necessary  validations  of  an  applicant's  employment 
application  including  personal  reference  checks  and  reference  checks  of  previous  positions  by 
mail  and  telephone  if  follow  up  is  necessary  to  determine  applicant  s  level  of  experience  and 
qualifications,   educational   reference  checks  to  verify   educational  qualifications;  physical 
certification  that  applicant  is  in  good  health  and  physically  able  to  perform  the  duties  of  position 
considered  for;  and  certification  that  applicant  is  within  the  age  limitations  for  employment 
prescribed  by  State  and  Federal  statutes.  Ability  to  perform  the  position  applied  for  is  the 
primary   criteria   for  employment. 

g.  Travel    Expenses 

Travel  Expensesfor  employment  applicants  may  be  reimbursed  provided  pre-clearance  is  obtained 
from  the  Di.ector  prior  to  travel  for  the  interview  and  subject  to  later  approval  by  the  Authority. 
Moving  Expenses  for  new  employees  are  reimbursable  when  considered  reasonable  and  necessary 
and   approved   by  the  Director  and   the  Authority. 

h.       Building   Service   Employees 

Building  Service  Employee  applicants  complete  the  standard  employment  form  and  are  employed 
by  the  Executive  Director,  with  the  concurrence  of  the  Director,  on  the  standard  Building 
Service  Hiring  Form  after  interviews  by  Project  Director,  Site  Office  Manager,  and  Director 
of  Property  Management.   Copies  of  these  forms  are  forwarded  to  the  Director  and  Director 
of  Personnel  by  the  Director  of  Property  Management  to  keep  them  advised  of  the  status 
of   the   Building  Service  Program. 

i.        Ineligible   Applicants 

In  accordance  with  existing  State  Laws,  applicants  who  are  on  the  pension  rolls  of  the  City 
of  Boston  or  Massachusetts  State  Retirement  System  are  not  eligible  for  appointment  to  the 
Authority  Staff. 

].        Final    Certification 

Before  an  applicant  is  submitted  to  the  Authority  for  appointment,  the  Budget  Officer  shall 
certify  that  there  are  funds  budgeted  to  pay  the  salary  for  the  duration  of  initial  appointment 
and   the   Director  of  Personnel   shall   certify  that  all   preappointment  procedures  have  been 
completed. 
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11.     APPOINTMENT   OF    EMPLOYEES 

a.  Submission   to   the   Authoriiy 

All  employees,  except  Buildinc)  Service  Employees,  hired  in  accordance  with  "Paragraphs  8e  and 
9e3,  are  proposed  by  the  Director  to  the  Authority  as  regular  personnel  actions  at  Authority 
meetings.   The  Personnel  sul)mission  must  contain  sufficient  information  to  enable  the  Authority 
to  reach  a  decision  to  appoint,  t.Tble,  or  reject  the  proposal.  This  information  will  include: 
proposed  appointment  including  name,  position  classification  recommended;  annual  or  hourly 
salary,  grade  and  step  (if  appropriate),  maximum  hours  allowed  to  work  per  week  if  hourly 
employee;  and  duration  of  temporary  appointment;  brief  biography  of  applicant  containing 
residence  and  pertinent  facts  concerning  the  employee's  experience  and  educational  background 
plus  the  proposed  v,/ork  assignment.  The  einployee's  original  application  and  references  will 
be  available  in  the  Director's  Personnel  Action  Board  Book  for  Authority  review  if  desired. 
Initial  appointment  recommendation  of  the  Director  is  a  temporary  appointment  for  any  period 
of   months   up   to   6   months  dependent   on   the   needs  of   the  Authority. 

b.  Reappointment  of   Employees 

After  the    initial   temporary   appointment,   the   Director   of   Personnel   and   supervisor  of  the 
employee,  in  the  month  preceeding  the  expiration  of  appointment,  evaluate  the  suitability  of 
the  employee  for  continuance  and  make  recommendations  to  the  Director  as  to  whether  the 
employee  should  be  continued  or  if  the  appointment  should  be  allov^/ed  to  lapse  without  renewal. 
The  Director  shall  recommend,  prior  to  the  expiration  of  appointment  of  a  temporary  employee, 
in  regular  personnel  actions  to  the  Authority,  that:  the  employee  be  continued  for  an  indefinite 
period;  continued  for  one,  three  or  six  month  temporary  appointment;  or,  that  the  appointment 
be  allowed  to  expire.  Most  reappointments  "vill  be  on  a  temporary-probationary  one,  three 
or  six  month  period  until  the  need  for  the  services  of  the  employee  has  been  completed.  Only 
in  instances  of  a  continuing  need  for  certain  critical  administrative  or  technical  skills  vvill  an 
employee  be   recommended   for   an   indefinite   appointment. 

If  an  employee  s  appointment  expires  betv^een  Authority  meetings,  the  employee  shall  remain 
on  the  personnel  roll  and  payrolls  until  action  is  taken  by  the  Authority  at  the  meeting  following 
the  date  of  expiration. 

c.  Expiration   or   Non-Continuance  of   Temporary'   Appointments 

Any  temporary  •  probationary  employee  not  recommended  for  continuance  by  the  Director 
shall  be  brought  to  the  attention  of  the  Authority  prior  to  the  expiration  of  appointment 
for  such  further  action  as  the  Authority  may  wish  to  take.  No  person's  employment  with 
the  Authority  shall  be  involuntarily  terminated  without  action  on  the  part  of  the  Authority 
by  a  vote  taken   at   a   regular  or  special   meeting. 

d.  Notification  of  Appointments,  Reappointments,  and  Expiration  of  Temporary  Appointments. 
The  Director  of  Personnel,  after  each  Authority  meeting,  shall  advise  in  writing  all  appointees 
of  the  terms  and  conditions  of  their  employment.  This  appointment  letter  v^ill  contain  the 
resolutions  voted   by  the  Authority    in   December    1968  concerning   Development  Program 
Employees.   Appointees  must  accept   the  terms  and  conditions  and   sign   a  copy   of  the 
appointment   letter   before   the  employee   may  commence  employment. 

Employees  reappointed  or  separated  by  expiration  of  appointment  shall  also  be  notified  in 
writing  by  the   Director   of  Personnel. 
12.     PERFORMANCE 

a.  General 

The  administration  of  this  Policy  and  the  performance  of  employees  is  the  overall  responsibility 
of  the  Director.  The  technical  aspects  of  this  Policy,  for  daily  routine  personnel  operations 
and   functions,   are   the  responsibility   of  the   Director  of  Personnel. 
The  performance  of  all  employees  in  the  execution  of  their  duties  rests  primarily  with  the 
individual  employee  receiving  regular  guidance  from  the  immediate  supervisor.  It  is  through 
the  active  participation   in   the  daily    implementation  of  Authority   Personnel   Policy  by  all 
Supervisors  that  the  Policy  becomes  a  continuing  instrument  for  efficient  operations  to  the 
mutual   benefit  of  all   employees  and   the  Authority. 

b.  Supervisors    Responsibility   and   Authority 

Supervisors  are   charged   with    the   responsibility   of   coinpleting   required   work   outputs   and 
supervising   employees  assigned   to   them,   in   addition   to  maintaining   efficient  and   smoothly 
functioning   work   units.   Supervisors   are   responsible   for   the   performance   of   all   of   the  staff 
members  assigned  to  thorn  and  shall  provide  the  leadership,  guidance,  counsel,  and  direction 
required.  To  achieve  these  objectives  Supervisors  are  delegated  the  authority  necessary  to  guide 
subordinates    performance. 
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Supervisors  shall  require  equal  performance  standards  of  all  employees  under  their  supervision, 
without  discrimination,  and  shall  not  require  different  standards  from  employees  in  the  same 
job  classification   doing   the   same   work   tasks. 

c.  Employees    Responsibility   and   Authority 

Each   employee   is   responsible   for   fulfilling  employment   obligations   in   accordance  with   this 
Policy,   in  addition  to   following   administrative  orders  from   the  Director   and  other  senior 
executives.  Each  employee  shall  be  allowed  sufficient  responsibility  to  permit  maximum  job 
enrichment   and   to   perform   assigned    tasks  adequately. 

d.  Superior   Performance 

Supervisors  shall  be  encouraged  to  report  all  cases  of  meritorious  or  superior  performance, 

in  writing,  to  the  Director  of  Personnel.  The  citation  will  be  recorded  in  the  employees  personnel 

file. 

e.  Unsatisfactory    Performance 

All  cases  of  unsatisfactory  performance  shall  be  resolved,  if  possible,  at  the  working  level  by 
guidance,  counseling,  warning,  and  discussion  by  the  immediate  supervisor.  If  unsatisfactory 
performance  cannot   be  corrected   at  the  working   level,   it  must  be  reported   to   the  Senior 
Supervisor  concerned  and  to  the  Director  of  Personnel,  and  it  will  be  recorded  in  the  employee  s 
Personnel   file.   Any   memoranda   to   the   Director   of   Personnel   concerning   an   employees 
unsatisfactory  performance  shall  also  be  given  to  the  employee  in  question  at  the  same  time 
that   it   is  sent  to   the   Director  of   Personnel. 

Unsatisfactory  or  marginal  performance  employees,  in  all  classes,  will  be  denied  step  increments, 
and  in  due  course,  if  little  or  no  effort  is  made  to  improve  performance,  will  be  recommended 
by  the   Director  either  for   suspension  or  dismissal   by   the  Authority. 

f.  Attendance   Standards 

Employees  are  required  to  be  in  regular  attendance  on  the  job,  unless  on  authorized  absence, 

during   the   normal   work   day,   9   a.m.    to   5  p.m.  reporting  to  work  on  time  and,  except  for 

the  lunch   period,   remaining  on   the  job   until   the  end   of   the  work  day. 

Absence  without  authorization,  including:  excessive  tardiness;  prolonged,  unauthorized  absence 

from  work;  and  leaving  early  without  the  permission  of  supervisors  will  be  considered  sufficient 

cause  for  disciplinary   action,   including  suspension   or  dismissal. 

Supervisors  shall  sign  Weekly  Time  Sheets.  In  those  instances  where  observations  are  at  variance 

with  the  employee's  recorded  time,  the  Supen/isor  shall  correct  and  initial  the  Time  Sheet 

and  verbally  advise  the  employee  before  signing  and  forwarding  to  the  Personnel  Department. 

If  an  employee  is  absent  without  authorization,  the  employee  is  paid  only  for  the  hours  worked 

during  that  specific  work  period. 

If  an  employee  is  ill,  the  employee  shall  telephone  the  immediate  supervisor,  personally,  it 

possible,   so   that   the  employee  will   not  be  charged  with   unauthorized   absence. 

g.  Suspension   and    Dismissal 

Any  employee  may  be  suspended  without  pay  or  dismissed  by  the  Authority  on  recommendation 
of  the  Director   for  cause.  Suspension  or  dismissal  for  cause  includes,  but  is  not  limited  to: 
chronic  absenteeism;  late  arrivals  and/or  early  departures;  excessive  unauthorized  absence  from 
work  during  the  work  day;  holding,  without  authorization,  another  paid  position  which  conflicts 
with  Authority  working  hours;  continual  marginal  or  unsatisfactory  performance;  continued 
violation  of  established  Authority  policy,  regulations,  and  procedures;  and,  any  other  action(s) 
on  the  part  of  an  employee  or  employees  which  bring  discredit  to  the  employee  and/or  to 

the  Authority.  .      a     u     •. 

Each  instance  of  recommended  suspension  or  dismissal  shall  be  presented  to  the  Authority 
by  the  Director  for  a  review,  a  hearing  if  appropriate  or  requested  by  the  employee,  and  final 
action. 

h.     Communications 

It  should  be  understood  that  effective  verbal  communication  between  immediate  supervisor 
and  employee(s)  should  resolve  almost  any  performance  problem  before  becoming  a  critical 
situation   necessitating   review  by   higher  authority.  The   improvement  of   informational   and 
administrative  memoranda  can  also  assist  and  guide  supervisors  and  employees  toward  better 
performance. 

SEPARATION 

Employees  are  separated  from  the  Au'thority  in  a  variety  of  methods  to  afford  maximum  flexibility 

of  staffing  in  order  to  achieve  Authority  work  objectives.  Methods  of  separation  are  as  follows: 


a.  Voluntary    Resignation 

Employee  submits  a  written  resignation  to  Director  of  Personnel  with  copies  to  immediate 
supervisor  and  Head  of  Department  or  Project  Director.  Two  weeks  notice  is  normally  required 
before  the  employee  leaves  the  Authority.  This  type  of  termination  is  processed  by  the  Personnel 
Department  and  submitted  by  the  Director  to  the  Authority,  at  a  regular  meeting,  for  approval. 

b.  Retirement 

Employees  are  required  by  law  to  retire  at  the  end  of  the  month  in  which  their  70th  birthday 
occurs.  Boston  City  Retirement  Board  advises  the  Director  of  Personnel  of  impending  retirements 
and   they  are  processed    in   the  same  way  as  voluntary   resignations. 

c.  Death 

The  Director  of  Personnel,  or  a  person  designated  to  represent  the  Director,  will  represent 
the  Authority  in  providing  guidance  and  counseling  service  to  the  designated  beneficiary  and 
immediate  family  of  the  deceased  until  such  time  as  the  beneficiary  has  been  assisted  in  obtaining 
all  benefits  provided  under  applicable  laws  and  for  such  further  period  as  may  be  considered 
necessary. 

d.  Failure   to    Renew  or   Continue   Temporary   Appointment 

This  form  of  separation  is  explained  in  Section  1 1c,  d.,  and  e.  and  is  utilized  by  the  Director 
when  necessary  to  recommend  separations  in  order  to  maintain  Authority  staffing  at  the  level 
authorized   by   the   Administrative   Budget. 

e.  Dismissal   for   Cause 

Employees  may  be  dismissed  for  cause  in  accordance  with  the  provisions  of  Section  12  e. 
for   unsatisfactory   service,  absence  without  authorization   and   other  reasons  described   in 
Paragraph  11.  All  employees  proposed  by  the  Director  for  dismissal  for  cause  may  request, 
in  a  letter  addressed  to  the  Secretary  of  the  Authority,  a  hearing  before  the  Authority  Board. 
All  such   employees  have  the   right   to  be  represented   by   counsel. 

f.  Reduction   in    Force 

If  it  is  necessary  to  reduce  the  size  of  the  Authority  staff,  employees  will  be  separated  with 
maximum   notice,   in   accordance  with   the   terms  of  their  appointment. 
Employees  recommended  for  separation  by  reduction  in  force  have  the  same  right  to  request 
a  hearing  before   the  Authority   as  those   noted   in   subsection   "e"    above. 

g.  References 

It  is  the  policy  of  the  Authority  to  provide  candid  references,  on  request,  concerning  all  past 
Authority   employees. 
h.       Check-Out 

All  employees  separated  from  the  Authority  are  required  to  complete  separation  check-out 
papers  with  the  Personnel  Department  and  to  return  all  Authority  supplies  and  materials  to 
the  Office  Manager  before  the  release  of  their  final  paycheck  and  terminal  vacation  payment. 
All  materials  and  work  completed  while  employed  as  a  member  of  the  Authority  staff  are 
the  property   of  the  Authority. 
14.     ANNUAL   PERFORMANCE    EVALUATION    AND   SALARY    REVIEWS 

Performance  Evaluation  and  Salary  Reviews  shall  be  conducted  annually  of  all  Authority  employee 
classes  as  noted  below.  Special  employee  evaluations  may  be  conducted  at  any  time  to  evaluate 
superior  or   unsatisfactory  performance. 
a.       Salaried   Employees 

All  salaried  employees  are  evaluated  annually  during  the  month  before  their  Salary  Anniversary 

Date. 

1)      PROCEDURE 

The  Director  of  Personnel,  early  in  the  month  preceding  each  employee  s  Anniversary 
Date,  shall  forward  a  covering  memorandum  with  pertinent  instructions,  current  Salary 
Range  and   Step  and   Position  Classification   Plans,   and   Employee   Evaluation  Sheets  to 
immediate  supervisors  of  employees.  The  same  materials,  less  the  Evaluation  Sheets,  shall 
be  sent  to  senior  supervisors  in  the  administrative  line  of  command  who  have  employees 
under  their  overall   supervision   subject   to  evaluation. 

Immediate   supervisors   shall   complete   the   Evaluation  Sheets,  discuss  each  employees 
evaluation  with  the  employee,  forward  the  evaluation  to  the  appropriate  senior  supervisor, 
department  head,  or   Project   Director   (having  overall   supervision   of   the  employee)   for 
further  evaluation,  review,  and  then  return  completed  form  to  the  Director  of  Personnel. 
The  Director  of  Personnel  correlates  all  evaluation  sheets  received  and  prepares  a  draft 
salary  package  with  present  and  proposed  status  of  each  employee,  which  includes  the 


recommendations  of  the  supervisors  as  well  as  the  recommendations  from  the  Personnel 

Department.  The  Director  of  Personnel  w'll  be  responsible  for  notifying  the  Department 

Head   or   immediate  Supervisor    if   the  Personnel   Department  s   recommendation   is  not 

consistent   with   the   recommendation   of    the  supervisor. 

The  Director,  after  review  of  the  draft  package  and  utilizing  any  assistance  required  from 

the  Director  of  Personnel  and  other  senior  supervisors,  shall  approve,  modify,  or  disapprove 

proposals  as  J"Hmed  appropriate.  The  Director  will  return  the  rough  final  draft  package 

to  the  Director  of  Personnel  who  will  then  have  prepared  a  proposed  Personnel  Action. 

The  Director  will  submit  ttie  proposed  Salary  Increase  Personnel  Action  and  Authority 

Meeting   prior   to   or  during   the  month   of   the  employee's  anniversary. 

The  Authority  will   review  the  proposal   and   take  such  action   as  it  fesis  appropriate. 

2)  NOTIFICATION 

Immediately  after  the  Authority   acts  on  the  Salary   Increase  Personnel   Proposal,   the 
Director  of  Personnel  will  notify  employees,  in  writing,  of  their  change  in  status:  step, 
reclassification,  or  promotion.  In  addition,  all  employees,  who  were  denied  an  increase, 
will  -iso  be  advised  in  writing  of  the  reason(s)  that  an  increase  was  not  granted.  Copies 
of   all    notifications  will    be  sent  to   supervisors   concerned. 

Supervisors  will  be  prepared  to  discuss  the  situation  v;ith  employees  who  did  not  receive 
their   initial   recommendation. 

3)  SALARY   ANNIVERSARY   CYCLE 

Since  1959  the  majority  of  employees  have  been  included  in  a  regular  6  months  salary 
evaluation  cycle  extending   from  August  through  January. 

To  continue  this  workable  policy  all  employees  hired  Detween  February  1  I'irough  July 
31  shall  have  the  salary  anniversu.  y  advanced  6  months  to  be  incorporated  in  the  Regular 
Salary  Evaluation  Cycle  and  evaluated  for  a  step  increase.    It  should  be  understood  that 
a  step  increase  after  6  months  service  is  not  automatic  for  satisfactory  performance  but 
is  reserved  for  employees  who  have  demonstrated  meritorious  service  and  potential  during 
their   initial    temporary   appointment. 

b.  Maintenance   Men 

As  noted  in  Paragraph  9.  d.,  wages  of  maintenance  men  are  reviewed  annually  with  comparable 

positions  in  other  Municipal  and  State  Agencies,  a  review  of  the  rates  established  by  the  State 

Commissioner  of  Labor  and  Industries,  and  the  prevailing  wages  for  comparable  positions  in 

the   private  sector. 

On  completion  of  this  Comparability  Study  by  the  Personnel  Department,  it  will  be  reviewed 

by  the  Executive  Director  who  will  recommend  to  the  Director  the  amount  of  annual  increase 

warranted. 

The   Director,   after  consultation  with   the   Executive   Director,  will   have  a  final   proposed 

Authority  Maintenance  Man  Annual  Salary  Increase  Proposal  presented  to  the  Authority  for 

disposition. 

Annual  performance  evaluations  pertinent  to  maintenance  functions  will  be  conducted  by  the 

immediate  Supervisor  and  forwarded  to  the  Director  of  Property  Management  on  forms  provided 

by  the  Personnel  Department  to  ensure  that  miaintenance  employees  perform  sat'sfactorily  to 

warrant   inclusion   in   the  regular   maintenance  increases. 

c.  Building  Service   Employees 

As  noted  in  Paragraph  9.  e.  3.,  Building  Service  Employees  will  have  their  wages  adjusted 
annually,  if  warranted,  and  it  will  be  achieved  in  a  manner  similar  to  that  used  above  for 
Maintenance   Men. 

Monthly  Labor  Department  Service  Bulletins  containing  latest  Building  Service  Employees  area 
wage   rates  of  this  employee  class  shall   be  utilized   as  available. 

d.  Co-Operative   Work   Students 

Co-operative  Work  Students  are  evaluated  at  the  end  of  each  work  term  by  supervisors,  on 
special  evaluation  forms  provided  by  their  sponsoring  college  or  university.  Copy  of  completed 
forms  are  forwarded  to  the  Personnel  Department  for  filing  in  the  employee's  personnel  file. 
Compensation  for  Co-Ops  is  determined  with  wage  scales  ranging  upward   dependent  on  the 
class  year  and  the  experience  of  each  Co-Op,  and  will  be  maintained  as  close  as  possible  to 
the  median  wage  scale   for  Co-Ops   in   this   area. 

e.  Part-time    Employees 

Part-lime  employees  are  evaluated  annually  for  performance  and  to  determine  if  an  increase 

is  appropriate. 

Wage  scales  for  this  class  of  employee  shall  be  comparable  with  similar  special  positions  in 


other  local  agencies  and  the  periodic  HUD  Determination  of  Prevailing  Salaries  for  Technical 
Positions. 
15.    WORKING   HOURS 

a.  Salaried  Staff  Employees  shall  conform  to  a  35  hour  work  week.  The  regular  work  week  is 
Monday   through    Friday,  9  A.M.   to   5   P.M.   One  hour   is   allowed   for   lunch. 

b.  Maintenance  Men   shall   conform    to   a  40  hour  work   week,   an  8hour  day,  5  days  a  week, 
total  40  hours,  with  the  normal  work  day  8  A.M.  to  4:30  P.M.  with  one-half  hour  for  lunch. 
Start  of  work  day  for  Maintenance  Men  may  be  adjusted  as  necessary  by  the  Director  of  Property 
Management  to  conform  to  project  maintenance  and  to  reduce  the  amount  of  overtime  work. 

c.  Co-Operative  Work  Students  work  week  shall   conform   to  salaried   staff  employees. 

d.  Part-Time  Employees  work   on  a  time  schedule  arranged   by  both   the  supervisor  and  the 
employee.   The   maximum   continuity   of   work   hours  will   be   used:    2  or  3  full  days  a  week; 
5  full  mornings  or  5  full  afternoons  per  week,  etc.,  for  the  most  efficient  productivity.  This 
class  of  employees  shall  not,  except  in  exceptional  need,  be  utilized  outside  of  the  normal 

work  week  or  working  hours. 

e.  Building  Service  Employees  work  the  hours  which  are  specified  in  their  employment  papers. 
Variances  from  terms  and  conditions  of  working  hours  in  their  initial  employment  papers  must 
be  approved  by  Director  of  Property  Management  and  the  Executive  Director.  Employment 
papers,  when  necessary,  may  be  revised  to  satisfy  permanently-modified  work  requirements. 

f.  Overtime  for  all  employees  shall  be  minimized  by  supervisors  and  limited  to  essential  short-range 
work  tasks  which  have  deadlines  considered  impossible  to  meet  during  normal  working  hours. 
Overtime  work  must  be  verbally  authorized  by  the  immediate  supervisor  before  it  is  undertaken. 
All  cases  of  overtime  work  must  be  indicated  by  an  asterisk  on  the  Weekly  Time  Sheet  and 
approved  by  the  immediate  supervisor.  The  nature  of  overtime  work  required  must  be  described 
on  the  time  sheet.    Employees  are  expected  to  be  available  for  overtime  work. 

g.  Compensation  for  Overtime 

1)      Salaried  Employees  Overtime,  under  conditions  noted  in  Paragraph  16,  is  reimbursed  by 

Compensatory  Time. 
.2)      Maintenance  Men  Shall  be  paid  time  and  one-half  for  overtime  in  excess  of  40  hours 
a  week. 

3)  Co-Operative   Work  Students  will   be  compensated   at   their  regular  hourly   rate. 

4)  Part-Time  Employees  may  not  be  paid  in  excess  of  the  hours  specified  in  the  terms  of 
their  employment  appointment  or  reappointment  and  do  not  accumulate  Compensatory 
Time. 

5)  Building  Sen/ice  Employees  who  may  earn  overtime  as  a  result  of  exceeding  the  regular 
hours  of  their  employment  papers,  will   be  compensated   at  the   regular  hourly  rate. 

h.       General  Supervisors  are  expected  to  maintain  strict  control  of  all  overtime  work.  Supervisors 
must  substantiate"  the  essential   need   for  overtime  and   must  be  able  to  show  overtime 
accomplishments  which  could   not  be  achieved  during  regular  working  hours. 
16.     EMPLOYEE   BENEFITS 

a.  General 

Employee   benefits  encompass  all   fringe  benefits  accruing  to  an  employee  as  a  result  of 
employment  with  the  Authority,  and  are  provided  on  a  comparable  basis  with  the  City  of 
Boston  and  other  local  public  agencies.  These  benefits  are  in  addition  to  the  employee's  regular 
salary  and  are  an  indirect  cost  to  the  Authority  in  order  to  maintain  a  high  level  of  morale, 
well  being,  and  efficiency  among  all  Authority  employees.  Employee  benefits  are  outlined  in 
brief  below  and   are   explained    in   more  detail    in   the   Employee  Handbook. 
All  referrals  to  Annual  Leave,  Sick  Leave,  Compensatory  Time,  etc.,  are  based  on  a  leave  year 
extending   from   May    1    to  April   30  of   the  following  year. 

b.  Leave 

1)      Annual  (Vacation)   Leave   is  accrued   by  salaried  employees,   maintenance  men,   and 
Co-Operative  Work  Students  at  the  rate  of  10  working  days  per  annum,  starting  with 
date  of  employment,  earned  at  the  rate  of  1  day  per  month,  up  to  the  10  days  in  the 
leave  year.  This  leave  is  accrued,  as  above,  for  designated  employees  as  follows:  10  working 
days  for  employees  having  completed  1  year's  service  and  less  than  4  years,  5  months; 
15  working  days  for  employees  who,  prior  to  May  1st  in  such  year,  have  completed  4 
years,  5  months  but  less  than  9  years  and  5  months;  20  working  days  for  employees 
who  prior  to  May  1st  in  such  year  have  completed  9  years  and  5  months;  and  25  working 
days  for  employees  who  prior  to   May    1st   in  sucfi   year   have  completed   19  years  and 
5  months'   service. 
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All  employees  of   the  Authority   formerly   employed   by   the  City  of   Boston  and  the 
Commonwealth  of  Massachusetts  are  given  credit  for  their  service  with  the  City  in  computation 
of  longevity  for  Annual  Leave,  provided  the  service  Is  continuous,  and  they  contributed  to 
the  State-Boston  Retirement  System,  effective  the  date  of  employment  with  the  Authority. 
After  a  salaried  and  maintenance  employee's  first  6  months  of  continuous  employment,  the 
employee  may  take  5  working  days  of  annual  leave,  which  shall  be  deducted  from  the  employee  s 
first  year  s  annual   total   leave. 

Salaried  and  maintenance  employees  with  more  than  6  months'  continuous  employment  may 
take  annual   leave,   earned   and   accrued  on   their  Attendance  and    Leave   Record,  with  the 
understanding  that  it  shall  be  deducted  from  their  Leave  Record  when  the  Attendance  and 
Leave    Records  are   adjusted   annually   on   May    1. 

Holidays  which   fall   within   an  employees  annual    leave  shall   not  be  counted   against  the 
employee's  leave  days. 

Building  Service  Employees  do  not  accrue  Annual  Leave  unless  it  is  contained  in  their  initial 
employment  papers. 

Unused  Annual  (Vacation)  Leave,  not  to  exceed  twice  the  annual  accrual  during  the  leave 
year,  may  be  carried  over  to  the  next  leave  year.  Any  excess  leave  amounts  are  recorded  in 
the  employee  s  Attendance  and    Leave   Record   as   Reserve  Compensatory  Time. 
Employees  shall   be  notified,  at  least  45  days  prior   to  May   1   each  leave  year,  of  excessive 
leave  they   must   use  before   the   new   leave  year  begins. 

Termination  ■  Earned  Annual  (Vacation)  Leave  which  is  unused  and  carried  over  at  termination 
of  employment  is  paid  by  lump  sum.  Leave  placed  in  the  Reserve  Compensatory  Time  column 
is  not  compensable. 

Annual  (Vacation)  Leave  must  be  approved  by  the  employee's  immediate  supervisor,  on  the 
standard  leave  form,  and  cleared  by  the  Attendance  and  Leave  Record  Clerk.  All  requests  for 
leave  by  Heads  of  Departments,  Project  Directors,  and  Senior  Executives  must  be  submitted 
to   the   Director   for   approval. 

Requests  for  Annual  (Vacation)  Leave  Advance  Pay  must  be  submitted  to  the  Payroll  Clerk 
at   least   one  week   in   advance  of  the  pay  day  on  which   the  advance   is  desired. 
2)      Sick  Leave  with  pay  is  accrued  by  Salaried  Employees,  Maintenance  Men,  and  Co-Operative 

Work  Students,  accumulating  at  the  rate  of  1  1/4  days  for  each  calendar  month  of  employment, 

or  15  days  per  year,  and  may  be  accumulated  with  no  maximum  limit.  Sick  Leave  with  pay 

is  not  accrued  by  Part-Time  Employees.  Building  Service  Employees  do  not  accrue  Sick  Leave 

unless  it   is  specified   in   their  employment  papers. 

Upon  termination  of  employment,  there  is  no  compensation  for  unused  sick  leave.  Employees 

who  are  terminating  are  not  authorized  to  utilize  unused  sick  leave  to  cover  absence  prior 

to  date  of   departure,   unless  a   legitimate   illness  or   injury   exists. 

Sick  Leave  is  absence  from  work  when  employees  are  unable  to  be  present  for  any  of  the 

following   reasons: 

a)  Illness  or   injury,  except   in   case  of   injury  or   illness  covered   by  Workmen  s 
Compensation  Insurance.  The  first  30  days  of  the  latter  absence  are  not  charged 
to  Sick  Leave,  after  which  the  amount  of  time  that  is  charged  to  Sick  Leave  will 
be  determines!   by   the  Director  of  Personnel. 

b)  For  medical  or  dental  examinations  or  treatment  for  which  arrangements  cannot  be 
made  outside  of  working  hours. 

c)  When  exposure  to  contagious  disease  endangers  the  health   of  other  employees. 

d)  When  it  is  necessary  for  an  employee  to  provide  personal  care  during  illness  of  a 
husband  or  wife  or  other  immediate  member  of  the  family  and  it  is  not  possible 
to   provide  care   by  any  other,  means. 

Sick  Leave  is  permissive  on  the  part  of  the  Authority.  If  abused  it  can  be  withheld  or  terminated 
on  the  recommendation  of  the  immediate  Supervisor  and  Director  of  Personnel.  It  cannot  be 
utilized   to  cover  unauthorized   absence. 
A  medical  certificate   from   a   licensed   practicing   physician   is  required: 

a)  For  frequent  and  habitual  absence  from  work  and  when,  in  the  judgment  of  the 
immediate  Supervisor  and  the  Director  of  Personnel,  there  is  reasonable  cause  for 
requiring  such  certificate;  and 

b)  For  any  period   of  sick  absence  of  more  than   5   consecutive  working  days. 
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Salaried  employees,  maintenance  men,  and  Co  Operative  Work  Students  who  have  a  negative 
Sick  Leave  balance  of  5  days  or  more  shall  be  paid  weekly  only  for  the  hours  they  actually 
work,  until   such   time  as  the  negative  Sick   Leave   balance  reaches  zero. 
?ot  all  employees  with  3  negative  Sick  Leave  balance,  all  Compensatory  Time  is  applied  to 
the  negative  Sick  Leave.  On  termination.  Terminal  Leave  payments  and,  if  necessary,  final  pay 
check,   will   be  applied   to   negative  Sick    Leave,  so   that  the  negative  sick  leave  'balance  may 
be  liquidated. 

Advance  Sick  Leave  will  be  authorized  by  the  Authority  on  recommendation  of  the  Director 
to  an  employee  with  a  prolonged  illness  or  injury,  not  job  related,  when  the  employee  has 
exhausted  available  Sick  Leave,  Compensatory  Time,  Reserve  Compensatory  Time  and  Annual 
(Vacation)  Leave.  Each  case  of  advance  sick  leave  will  be  handled  on  its  merits  with  equal 
standards  and  treatment  being  applied  to  all  employees.  The  maximum  amount  of  Advance 
Sick  Leave  authorized  for  any  employee  is  flexible,  but  the  Director  will  limit  the  amount 
recommended  to  a  reasonable  total  which  can  be  expected  to  be  repaid  during  the  sen/ice 
of  the  employee  after  return  to  work.  Advance  Sick  Leave  authorized,  but  not  utilized  in 
full,  lapses,  and  will  not  be  charged  against  an  employee's  Attendance  and  Leave  Record.  I; 
should  be  understood  by  employees  that  Advance  Sick  Leave  establishes  a  negative  sick  ledv. 
balance  and   must   be  repaid    as   noted    in   the   paragraph   above. 

Personal  Leave  Each  salaried  and  maintenance  employee  shall  be  entitled  to  two  days  per  leave 
year  to  be  known  as  Personal  Leave.  Such  leave  will  be  with  pay,  and  will  be  indicated  on 
time  sheets  as  Personal  Leave.  Employees  must  notify  their  immediate  supervisor  at  least  24 
hours  prior  to  utilizing  such  leave  unless  notification  is  impossible  or  beyond  the  employee's 
control.  This  special  type  of  leave  is  to  provide  for  contingencies  or  other  reasons  for  absence 
not  specifically  covered  in  these  instructions.  This  leave  is  not  cumulative  from  one  leave  yeai 
to  the  next. 
3)      Compensatory  Time  is  free  time  granted  to  salaried  employees  earning  less  than  $17,500  per 
year  for  extra  hours  previously  worked  over  and  above  the  regularly  scheduled  work  day  or 
work  week  to  compensate  for  overtime.  The  granting  of  Compensatory  is  entirely  discretionary 
and  dependent  upon  the  approval  in  advance,  24  hours  or  more,  of  the  employee's  immediate 
supervisor. 
Accrual  of  Compensatory   Time   is  subject  to  the  following  provisions: 

a)  The  period  of  overtime  was  necessary  and  could  not  be  performed  during  the  work 
day,  and   is  verbally   authorized   by  the   immediate  supervisor  before  the  work  is 
performed.  Further,  it  is  recorded  on  weekly  Time  Sheets  with  a  written  explanation 
of  the  work  performed  during  overtime  and  validated  by  the  immediate  supervisor. 

b)  That  the  employee's  work  week  has  already  been  designed  to  support  a  normal  weekly 
performance  and  eliminate   necessity  for  all   but  exceptional   overtime. 

c)  Overtime  does   not  include  working  through   the   lunch   hour  to  justify  an  early 
afternoon  departure. 

d)  Compensatory  Time  is  earned  in  units  of  one  hour  or  more  for  time  worked  in  excess 
of  7  hours.  Fractional  hours  of  Compensatory  Time  are  not  recorded  in  the  employees 
Attendance  and    Leave   Record. 

e)  Work  done  at  home   is   not  eligible  for  classification   as  Compensatory  Time. 

f)  Compensatory   Time   is  accruable,  for  utilization,   up  to  70  hours  per   leave  year. 
Utilization  of  Compensatory    Time   is  subject   to  the  following   provisions: 

a)  Granting  of  Compensatory  Time  must  be  approved  in  advance,  24  hours  or  more, 

by  the  immediate  supervisor  and  be  available  in  the  employee's  Attendance  and  Leave 
Record,  except   in   the  case  of   an  unavoidable  emergency. 

b)  Similar  to  Sick  Leave,  Compensatory  Time  may  not  be  utilized  to  cover  unauthorized 
absences,   unauthorized   late   arrivals,   unauthorized   early  departures,   etc. 

c)  Compensatory  Time  may  be  utilized  only  up  to  70  hours  per  leave  year.  Any  carry 
over  of  amounts  in  excess  of  70  hours  accrued  will  be  recorded  in  the  employee's 
Attendance  and   Leave   Record   as   Reserve  Compensatory  Time. 

dl      The  above  limits  eligible  salaried  employees  to  70  hours  authorized  Compensatory 

Time   in  any   leave  year. 
e)       An  employee  can  appeal   to  the   Director  of  Personnel  or  the  Affirmative  Action 

Advisory  Council   concerning  any  unresolved  disputes  between  the  employee  and 

supervisor  regarding  Compensatory  Time. 
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Special    Leaves  other   than   Annual,   Sick,   or   Compensatory   arc: 

1.       HOLIDAYS  WITH  PAY  FOR  SALARIED  EMPLOYEES,  MAINTENANCE  MEN,  AND 

COOPERATIVE   STUDENTS 

New  Year  s  Day  Independence   Day 

Washington  s   Birthday  Labor   Day 

Evacuation   Day  Columbus  Day 

Patriots'   Day  Veterans'   Day 

Memorial   Day  Thanksgiving   Day 

Bunker   Hill    Day  Christmas   Day 

Skeleton  Days  will  be  provided  when  any  of  the  above  holidays  fall  on  Saturday. 
If  Maintenance  Men  or  Co-ops  who  are  paid  on  an  hourly  wage  basis  are  required  to  work 
on  a  Saturday   Holiday,  they  will   be  compensated   as  follows: 

(1)  at  straight  time   if  a  skeleton  day  off   is   taken  by  the  employee,  and 

(2)  at  time  and  one-half  if  the  employee  has  worked  on  the  skeleton  day  and  40  hours' 
work  has  already  been  performed  by  the  employee  during  the  calendar  payroll  week. 

*  2.      Annual  Military  Leave  with  pay  is  granted  to  employees  who  are  members  of  organized 

military  reserve  units  and  required  to  participate  in  annual  training  duty  of  2  or  3  weeks. 
A  copy  of  the  military  orders  to  training  duty  must  accompany  the  employee's  application 
for   leave  to  ensure  payment   for  absence. 
**  3.      Court  Leave   is  granted  under  the  following  conditions: 

a.  A  summons  or  subpoena  must  be  legally  served  for  acting  as  a  witness  or  for  jury 
duty.  When  an  employee   is  actually   summoned,   the  employee  will   provide  the 
immediate  supervisor  and   Director  of  Personnel   with   a  copy  of  the  summons. 

b.  The  salary  of  any  employee  who  has  received  a  subpoena  for  Jury  Duty  or  as  a 
witness  will  continue  at  the  regular  rate.  All  reimbursement  received  for  jury  duty 
will  be  turned  over  to  the  Comptroller  to  be  credited  against  regular  salary.  Payment 
to  the  employee  by  the  Court  for  travel  expense  at  the  prevailing  rate  may  be  retained 
by  the  employee. 

**4.       Religious  Leave  of  Absence  shall  be  granted  annually  with  pay  to  employees  of  the  Jewish 
faith  for  absence  of  Passover,  Rosh  Hashanah,  and  Yom  Kippur  from  the  sunset  preceding 
to  the  sunset  following   the  close  of  the  observance.    Religious   Leave  of  Absence  for 
observance  of  other  religious  occasions  will   be  as  determined   by   the   Director. 

*  5.       Labor,  Veterans,  Benevolent  Organlzatlons-lhe  Director  is  authorized  to  follow  City  of 

Boston  Policy  and  grant  leave  with  pay  to  duly  accredited  delegates  to  labor  and  veteran 
organizations    conventions. 

**6.       Voting  Leave- Insofar  as  possible,  without   interfering  with  operations,   the   Director   is 
authorized  to  grant  sufficient  time  to  employees  who  desire  to  vote  or  register  in  any 
election  or   in   referendums  or  civic   matters  within   their  community. 

#7.      Skeleton/Reduced  Force  Days-Jhe  Director  is  authorized  to  follow  City  of  Boston  Policy 
and  declare  skeleton/reduced  force  days  when  declared  by  the  City  or  in  other  unusual 
circumstances  concerning  weather,   local  conditions,  etc.   Skeleton/reduced   force  days 
require  50%  of  the  work  force  on  the  job.  Supervisors  shall  maintain  administrative  records 
to  assure   that  employees  who  work   a  skeleton  day  get  the  next  skeleton  day  off. 
8.      Death  LeaveAn  the  event  of  a  death  in  an  employee's  family,  employees  will  be  granted 

four   (4)   consecutive  calendar  days   leave  of  absence  with   pay.   If  this   is  exceeded   the 
employee  will  not  be  denied  pay  without  an  administrative  review.  The  immediate  family 
is  defined   as   including    Father,   Mother,    Father-in-Law,   Mother-in-Law,    Brother,   Sister, 
Husband,  Wife,  Child,  Grandchild  or  Grandparent.  Requests  for  leave  of  absence  in  the 
event  of  the  death  of  a  person  not  in  an  employee  s  family,  but  under  circumstances 
where  an  exception  may  be  warranted,  should  be  made  to  your  immediate  supervisor 
and  the  Director  of  Personnel.  These  requests  will  be  considered  on  an  individual  basis. 


*  Salaried  Employees  and  Maint.  Men 
**  Salaried  Employees,  Maint.  Men  and  Co-ops 
# Salaried  Employees 
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d.       Leave   of   Absence   Without   Pay 

1.  Academic  Leave  of  Absence  Without  Pay  on  recommendation  of  the  Director  may  be 
granted  by  the  Authority  to  salaried  employees  to  return  to  college  for  undergraduate 
or   graduate  degree,    If   their   services  can   be   spared   for   period   requested. 
Employees  do   not   accrue  any   benefits  while   on   this   type   of   leave  without   pay. 
Employees  who  have  gained  a  Bachelor  Degree  or  advance  degree  during  their  Academic 
Leave  of  Absence  shall  be  assigned  to  a  comparable  or  higher  position  upon  reinstatement, 
if   recommended   by   the   Director   and   approved   by   the   Board. 

2.  Personal  Leave  Without  Pay  may  be  granted  under  the  same  terms  and  conditions  as  noted 
above  except  that  personal  leave  of  absence  without  pay  may  be  approved  by  the  Director 
for   periods  up  to   20  working  days. 

3.  Military  Service  Leave  Without  Pay  is  granted  to  employees  who  are  required  to  complete 
a  military  obligation.  The  employee  shall  remain  on  the  rolls  in  a  military  leave  status 
and  on  discharge  from  the  service,  provided  the  employee  applies  for  reinstatement  within 
90  days  of  discharge,  will  be  restored  to  his  position,  or  a  comparable  position,  and  receive 
salary   increases  at  the   level   the  veteran  would   have  attained   had   not  military   service 
intervened.   Service   time   is   counted   when  determining    longevity   and   vacation   status. 

4.  Maternity  Leave  of  Absence  Without  Pay  is  granted  on  request  under  the  folloviiing 
conditions: 

a.  Employee  requests  Leave  of  Absence  and  provides  immediate  supervisor  and  Director 
of  Personnel  with  certificate  from  her  physician  stating  expected  date  of  delivery. 

b.  All  accrued  Sick  Leave,  Compensatory  Time  and  Vacation  may  be  utilized  subsequent 
to  the  employees  physical  date  of  departure  from  the  Authority  prior  to  the  effective 
date  of   Leave  of  Absence. 

c.  Employees  reinstated  from  Maternity  Leave  of  Absence  shall  be  assigned  to  the  same 
or  comparable  position.  If  their  salary  anniversary  date  occurred  during  their  absence, 
they  will   be  reviewed   for  a  salary   increase   upon   reinstatement. 

Employees  do  not  accrue  any  benefits  while  on  Maternity  Leave  of  Absence  Without  Pay. 

5.  GENERAL   CONDITION 

Requests  for  reinstatement  in  connection  with  all  cases  of  Leave  of  Absence  Without  Pay, 
which  have  been  approved  by  the  Authority,  require  written  request  to  the  Director  30 
days  before  the  Leave  of  Absence  expires.  Approval  of  the  reinstatement  request  by  the 
Director  and  the  Authority  will  be  considered  if  it  is  deemed  to  be  in  the  best  interest 
of  the  Authority. 

e.  Workmens   Compensation 

All  employees  are  covered  by  Workmens  Compensation  Insurance  for  accidents  that  occur  while 
on  the  job   in   the  employ   of  the  Authority. 

It  is  essential  that  all  on-the-job  accidents  be  reported  to  the  immediate  Supervisor  and  the 
Director  of  Personnel  and  medical  examination  and  treatment  be  immediately  obtained  either 
from  the  closest   medical   facility,   the  Massachusetts  General   Hospital,  Travelers   Insurance 
Company  Clinic,  125  High  Street,  Boston,  or  the  facility  or  doctor  of  the  employee  s  choice. 
Within  48  hours,  if  possible,  after  an  on-the-job  accident,  the  employee  should  submit  the 
required  industrial  accident  forms  furnished  by  the  Personnel  Department.  These  forms  are 
required  by  the  State  Industrial  Accident  Board  and  the  Boston  Retirement  Board,  in  the  event 
an  employee  has  a  claim  at  a  much  later  date  which  may  be  related  to  the  accident.  These 
reports  are  also  mailed  to  the  Travelers  Insurance  Company  and  are  essential  if  the  employee 
is  disabled  and  is  to  be  eligible  for  payment  of  medical  services  or  Workmens  Compensation. 

f.  Retirement 

Participation  in  the  State  -  City  of  Boston  Retirement  Plan  shall  be  a  condition  of  employment 

for  all  salaried  and  maintenance  employees.  Automatic  weekly  payroll  deductions  of  5  percent 

of  weekly  wages  are  made  and  credited   to  each   employees  account.  These  accounts  are 

maintained  by  the  City  of  Boston  Retirement  Board,  accrue  annual  interest,  and  an  annual 

statement  of  account   is  made  to  each   employee. 

The  City  of  Boston  Retirement  Board  is  a  unit  of  the  overall  State  Retirement  Board  and 

system. 

Each  employee,  on  termination,  provided  the  employee  is  under  55  years  of  age,  may  withdraw 

this  account  plus  accrued  interest.  Employees  55  years  of  age  or  older  have  the  option  of 

a  retirement  allowance  to  start  immediately,  or  may  leave  their  deductions  in  their  account 

and  ask   for  a  deferred   retirement  allowance  at  a   later  date. 
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Compulsory   retirement  age   is   70   in   accordance  with   State  statutes. 
Since  the  provisions  of  the  State  Retirement  Statutes  are  lengthy,  somewhat  complicated,  but 
are  of  interest  to  ail  contributing  employees,  the  major  features  of  the  retirement  plan  are 
contained   in   the   Employees   Handbook. 

g.       Credit   Unions 

The  City  of  Boston  Employees  Credit  Union  is  available  to  salaried  and  maintenance  employees 

for  payroll  deduction  savings  and  loans.  It  is  also  available  to  temporary  salaried  employees, 

after  six  months  service,  for  payroll  deduction  savings  and  secured  cash  account  loans  only. 

Membership  application  and  loan  requests  must  be  certified  by  the  Director  of  Personnel,  or 

designee,   regarding  employment  status,   before  being   approved   by   the  Credit   Union    Loan 

Committee. 

The  B.H.A.    Employees'  Federal  Credit   Union   will   consider   applications   from   all   Authority 

employees,   after   six    months  service,  for   payroll   deduction   savings   and   loans. 

Additional    information   concerning   both   Credit   Unions  are   contained    in   the   Employees 

Handbook. 

h.       Health   and    Life    Insurance 

Salaried  and  Maintenance  employees  are  eligible  to  join  the  State  Group  Insurance  Plan  to 
ensure  that   they   receive  medical   expenses  and   benefits  in   case  of   illness  or  accident. 
The  Authority  presently  contributes  75%  and  the  employees  25%  of  the  State  Group  Monthly 
Premium  for  health  insurance  coverage.  Each  health  insurance  policy  contains  32,000  automatic 
life  insurance  and  employees  may  obtain  additional  optional  term  insurance  up  to  an  amount 
equal  to  their  annual  salary.  These  two  life  insurance  plans  may  be  obtained  without  the  health 
insurance  plan.  New  employees  eligible  for  benefits  are  provided  with  booklets  describing  group 
health   and   life   insurance  plans  at  the  time  of  employment. 

i.        U.   S.   Savings    Bonds 

Payroll  deductions  for  U.  S.  Savings  Bonds  with  face  value  of  $25  to  $100  may  be  utilized 
by  all   salaried   and   maintenance  employees. 

j.        Beneficiary 

All  employees  designate  a  beneficiary  for  their  retirement  benefits  and  life  insurance  payments. 
It  is  required  that  all  employees  notify  the  Director  of  Personnel  in  writing  any  time  they 
wish   to   change   their  beneficiary.  This   information   is  necessary  to  allow  the  Personnel 
Department  to  keep  benefit  forms  up  to  date  and  also  as  a  resource  to  advise  the  appropriate 
person   in   the  event  of  an   on  the  job  accident,   illness  or  death  of  an   employee. 
In  case  of  death  of  an  employee,  such  earned  unused  annual  (vacation)  leave  and  final  paychecks 
will  be  made  payable  to  the  person  designated  by  the  employee,  as  noted  on  a  special  form 
provided   to   the  employee  and   kept   in   the  employee's  personnel   file. 

17.  TRANSFERS   AND   CHANGES   OF   STATUS 

a.  Transfers 

Employees  shall  be  utilized  in  positions  where  their  skills  will  best  serve  the  interests  of  the 
Authority.  Subsequent  to  hiring,  if  changes  in  Authority  programs  and  shifts  in  planning  and 
renewal  emphasis  require  that  an  employee  be  transferred  to  fill  a  vacancy  or  meet  an  increased 
workload    in   another   area,   every   effort   will    be   made   to   transfer  employees   to  comparable 
positions.  Each  transfer  of  an  employee  will  be  discussed  with  the  employee  by  the  Director 
of  Personnel,  the  present  and  proposed  immediate  supervisors.  Project  Director  and/or  Head 
of   Department,   prior  to   ordering  the   transfer.  All   transfers  will   be  administrative  transfers 
without  change   in   title  or  salary. 

b.  Change   in   Status 

Any  change  in  an  employee's  status:  position  classification,  grade  and/or  step,  salary,  terms 
and  conditions  of  employment,  etc.',  is  subject  to  Authority  approval,  on  recommendation  of 
the   Director,   at   a   regular   Authority   meeting. 

18.  EMPLOYEE    RELATIONS   AND   GRIEVANCES 

a.  Supervisory   Responsibility 

Supervisors  at  all  levels  shall  receive  and  act  promptly  on  employees  grievances  to  minimize 
formal   grievances  as   indicated    in   Paragraph    12,   Performance. 

b.  Grievances 

Employees   shall    have   the   right   to   present  grievances,    individually,   as   a  group,   or   through 
designated  representatives  as  further  described  in  Appendix  III,  Affirmative  Action  Program, 
with  formal  grievances  being  filed  with  the  Director  of  Personnel  and  the  Affirmative  Action 
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Advisory   Council.    Employees  are   assured   that   presentation   of   grievances  will   be   free   from 
restraint,    interference,   discrimination   or   teprisal, 
c.       Employee    Relations 

Employees  have  the  right  to  work  with  the  Affirmative  Action  Advisory  Council  or  to  designate 
representatives  of  their  own  choosing  to  improve  employee  relations.  Employees  shall  be  free 
to  join,  or  refrain  from  joining  unions  or  employee  associations  with  assurance  of  freedom 
from   restraint,   etc.,   as   noted   above,   concerning  grievances. 

19.  WORKING   CONDITIONS   AND   ACCIDENTS 

a.  Working   Conditions 

Employees  shall  be  provided  safe,  sanitary  and  healthful  working  conditions  in  accordance  with 
the  Occupations  Standards  Safety  Act  and   other  applicable   Federal   and  State   laws  and 
regulations. 

b.  Accidents 

All  employees  are  covered  by  Workmens  Compensation  Insurance  and  the  procedure  for  handling 
industrial   accidents   and   reports    is   covered    in   Paragraph    16   e..   Employee   Benefits. 

20.  TRAINING 

a.  Orientation    Training 

Orientation  training  of  new  employees  shall  be  conducted  by  the  Director  of  Personnel,  or 
designee,  in  a  series  of  short  seminars,  on  reporting  of  employees,  and  during  their  first  month 
of   employment. 

b.  In-Service    Training 

This  training  shall  be  provided  by  supervisors  to  increase  employees   proficiency  in  their  work 
and  to  enhance  their  opportunities  for  advancement.  Employee  training  shall  be  a  function 
of   every   supervisor. 

c.  Management  and   Technical   Training 

Management  and  technical  training  of  all  supervisors,  dependent  on  training  funds  available, 
is  encouraged  by  utilization  of  available  local,  low  cost,  City  of  Boston  and  Federal  Civil  Service 
courses  conducted  either  in  City  Hall  or  nearby  Federal  buildings.  The  Director  of  Personnel 
shall,  within  funds  available,  make  every  effort  to  encourage  all  employees  to  take  appropriate 
short-term    training  courses   noted   above. 

d.  Local   Colleges   and   Agencies 

Local  colleges  and  agencies  periodically  conduct  seminars  or  low-cost  semester  courses  that 
shall   be  utilized,   within   fund   limits  available,   for  training  of   employees.  Supervisors  are 
encouraged  to  release  employees  for  approved  training  which  is  job  related  and  which  will 
increase  job  proficiency   and   skills. 

e.  Educational    Assistance   Program 

Provided  training  funds  are  available,  the  Authority  may  sponsor  a  specific  educational  course 
at  a  local  institution  for  an  employee  if  the  cost  is  reasonable  and  considered  to  be  in  the 
best  interest  of  the  employee  and  the  Authority.  Employees  applying  for  this  program  are 
limited  to  salaried  staff,  and  it  is  preferred  that  the  course  be  directly  related  to  improving 
the  employee's  present  job  performance  and  will  assist  the  employee  in  future  growth  and 
progression. 

f.  Application 

Any  salaried  employee  may  apply,  in  writing,  to  the  Director  of  Personnel  via  the  immediate 
supervisor  and  Project  Director  or  Head  of  Department  for  any  of  the  training  programs  referred 
to  above.  The  Director  of  Personnel  will  maintain  a  file  and  continuing  record  of  all  local 
training   available   that  would    be   of    interest   to  employees. 

21.  COLLECTION    AND   SOLICITATION   OF    FUNDS 

Collection  and  solicitation  of  funds  will  be  limited  to  those  designated  by  the  Authority  as  official 
fund  drives. 

At  the  present  time  the  Annual  City  of  Boston  Employees  Campaign  for  the  United  Fund  is  the 
only   authorized   fund   drive   that   requires   solicitation   of   all   employees. 

22.  OFFICIAL   TRAVEL   AND   MILEAGE    REIMBURSEMENT 
a.       Travel   Policy 

The  travel  policy  of  the  Authority  shall  generally  conform  to  the  City  of  Boston  policy  and 
the   HUD    Renewal    Handbook   Travel    Regulations. 

Employees  or  members  of  the  Authority  may  perform  official  travel  upon  authorization  of 
the  Authority.  Travel  authorizations  which  include  attendance  of  employees  or  members  at 
seminars,  conventions,  short  term  courses,  or  professional  meetings,  shall  be  considered  at  each 
meeting  as  routine  personnel  actions,  submitted  by  the  Director.  Travel  authorizations  shall 
be  obtained  in  advance  of  travel.  Approved  travel  costs  for  employees  and  members  shall  be 
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paid  by  the  Authority.  Transportation  costs  of  persons  authorized  to  travel  shall  be  reimbursed 
for  the  cost  of  coach  or  tourist  class  airlines  accommodations,  or  first-class  rail  and  pullman 
accommodations,  if  determined  to  be  more  economical.  The  difference  in  cost  between  first-class 
air  accommodations  and  less  than  first-class  air  accommodations  is  unallowable,  except  when 
less  than  first-class  air  accommodations  are  not  available.  Costs  of  taxi  fares,  telephone  calls, 
secretarial  services,  and  similar  items,  necessary  to  the  performance  of  official  business,  shall 
also  be  considered   reimbursable   items. 
.     In  addition  to  the  reimbursable  costs  as  outlined  above,  a  per  diem  rate  for  travel  expenses 
of  $30.00  is  authorized.  For  travel,  the  allowance  paid  for  the  day  of  departure  and  the  day 
of  return  shall  be  computed  at  the  rate  of  one-fourth  the  established  daily  amount  for  each 
of  the   periods   listed   below,   or  fraction   thereof: 

12:00   Midnight  to  6:00  A.M. 

6:00  A.M.  12:00   Noon 

12:00  Noon  .  6:00  P.M. 

6:00  P.M.  '  12:00  Midnight 

b.       Use  of   Private   Vehicle 

Employees  authorized  by  the  Budget  Officer,  on  recommendation  of  Heads  of  Departments 
and/or  Project  Directors,  may  receive  a  mileage  rate  allowance  of  ten  cents  (lOC )  per  mile 
when  the  employee  utilizes  his/her  private  vehicle  for  conducting  official  Authority  business 
within  the  City   of   Boston   or   immediate  vicinity.   Mileage  reimbursement   requests  must  be 
submitted  monthly  on  the  appropriate  forms  to  the  employee's  immediate  supervisor  for  review 
and  approval,  and  forwarded  to  the  Budget  Officer  and  Comptroller  prior  to  payment.  Ail 
authorizations   'or   use  of   private  vehicles  shall   be   reviewed   periodically   by   the   Director  of 
Personnel,   at   least   every   six   months,   to   assure  that   authorization  and   allowances  paid  are 
justifiable. 

Authorized   out-of-town  travel   performed   by  privately-owned  vehicle  shall   be  paid   by  the 
Authority  at  the  mileage  allowance  of  ten  cents  (IOC)  per  mile,  in  addition  to  the  per  diem 
subsistence  allowance  noted   above.   Employees  desiring  to  utilize  their  private  vehicle  for 
authorized   travel   must   first  obtain   the  authorization   of  the   Director   and   sign  a  statement 
'releasing  the  Authority  of  financial  liability  for  private  vehicle  travel.  Bills  submitted  for  out 
of  state  travel  by  this  mode  must  contain  the  statement  required  above.  If  two  or  more  persons 
travel   in  the  same  vehicle,  only  one  of   these  persons  shall   be   reimbursed   for  mileage. 
All  travel  expenses  shall  be  recorded  and  signed  by  employee  who  is  traveling  and  submitted 
to  the  Budget  Officer  for  reimbursement.  Employees  attending  seminars,  professional  meetings, 
or  short-term  courses  shall  submit  a  Travel  Report  with  their  claim.  Directions  for  preparation 
of  a   narrative  travel   report  will   be   included   in   the   Employees'   Handbook. 

23.  AVAILABILITY   OF   PERSONNEL  POLICY 

The  Personnel  Policy  and  subsequent  amendments  are  available  to  all  employees,  and  up-to-date 
copies  will  be  maintained  by  all  senior  supervisors,  heads  of  departments,  project  directors,  site 
office   managers,   and  other  officers  or  employees  designated   by  the   Director.   The  Personnel 
Department  shall  also  keep  a  supply  of  copies  available  for  employees,  and  prospective  employees. 

24.  EMPLOYEE    HANDBOOK 

As  previously  noted  herein,  the  Employee  Handbook,  containing  pertinent  features  of  this  Policy 
plus  administrative  procedures  of  interest  to  employees  will  be  utilized  to  implement  personnel  policy 
and  will  be  prepared  and  distributed  by  the  Director  of  Personnel  one  month  after  approval  of 
this  policy. 

The  Handbook  will  be  distributed  to  all  employees  and  revised,  if  necessary,  annually,  to  reflect 
changing  administrative  conditions. 
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APPENDIX  C.  REVISION  OF  PAGE  41 ,  OVERALL  PROGRAM  DESIGN 
AriD  ANNUAL  WORK  PROGRAM  SUMMARY 
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•■•.'■'^        .     DEPARTMENT    OF    HOUSING    AND    URBAN    DEVELOPMENT^/arfa  'oj  KiriV"" 

\y  Hurlford,  Connrilicul 


'">*<'»•■'**  AREA     OFFICE 

"is    NEW     CHARDON     STREET  M.nchrs.,-,.  .n.-w  Hampih.rc 

BOSTON,   MA  SSACHUSE  T  TS     02114 


RECiOf:    1  T,  -L  r,  ,  ^^ 

REGioMAL  OFFICE  JJeceiiiDer  7>   1973 


BOSTON, MASSACHUSETTS 


IN   REPLY    REFER    TO: 

1.1PP 

Mr.  Eotert  T.  Kenney  '-'-',■"  v-"J-u '■'  v/ !'- •■ '• 

Director  1,"^^'"   "   ^'^•'ij 

Boston  Redevelopment  Authority  .  ^  "^' 

City  Hall      '  DlCIOis.^'^ 

1  City  Hall  Square 

Boston,  HasEachusetts  02201 

Dear  I-Ir.  Kenney:  yr:iuE  ur  Tnc  uIulII'J;; 

Subject:   CPA  IIA  01  06  IO76 

Project  Conditions  and  EeqtiireQents 

This  is  in  response  to  your  letter  of  ITovember  30>  1973  regarding  evidence 
of  conpliance  with  CIQ  Circular  A-95  procedures  and  calculations  used  to 
establish  overhead  cost  figures  for  the  subject  project. 

We  hereby  approve  of  the  above.  Your  first  requisition  for  grant  pajonent 
is  currently  being  processed. 

In  regard  to  the  percentage  figures  submitted  in  explanation  of  youx  cal- 
culations for  overhead  we  note  that  the  application  of  these  percent s  to 
the  subject  project  results  in  a  decrease  of  approximately  $2,500.00  in 
overhead.  \\q   recommend  that  with  the  submission  of  your  six  month  project 
report  you  include  a  revised  page  I|l,  and  Annual  Work  Program  Summary  of 
yoiir  Overall  Program  Design. 


f^/  I-I.^-LaiHiT  ilichardson,  Jr. 
i/^  Area  Dixrector 


Revision  of  Page  41 
Overall  Program  Design 


Statement  of  Budget  Estimates 

This  statement  sets  forth  an  explanation  of  the  estimated  cost  of 
activities  in  the  Overall  Program  Design. 


1.  Direct  Staff  Salaries  $160,210 

2.  Employee  Benefit  Contribution  - 
13.6%  of  direct  staff  salaries 

(10.6%  for  retirement  and  3%  for  21,800 

health  insurance).  This  item  is 

not  included  in  direct  staff  salaries 

above. 

3.  Services  by  Other  Public  Agencies   (1)  31,150 

4.  Consultant  Services  22,800 

5.  Overhead  Costs-  •    22,900 
12.6%  of  gross  v/ages,   items  1   plus  2 

(rental  of  space  and  office  equipment,  office  supplies, 
printing,  and  miscellaneous).  This  item  does 
not  include  employee  benefits. 

Travel  200 

Reproduction  and  publication  (essential 

project  reports  and  documents)  500 

6.  Sub  Total  259,560 

7.  Project  Inspection  Fee  1 ,500 

$261,050 


(1)  Staff  services  provided  by  the  Office  of  the  Boston  Bicentennial 

Sources  of  Funds 

Non-Federal  87,060 

701-Federal  174,000 

Other  Federal  "  NA 

$261,060 
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